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Chapter 16: Home Office and Setup

Add a Rate Code

If your company is using Rate Code pricing, then this is the process of adding a new Rate Code. A Rate is needed while creating
Model Numbers. There are two steps required to add a Rate Code.

Step 1: GETRCODE
To begin, type GETRCODE into the Jump-To box and press the TAB or ENTER key.

R i Jump-To box
GETRCODE EMPLOYEE: 0000998 LOCATION: BOB'SRTO-1 6/19/2015 15:50:02

®zZ 4 @7 N 0O 2xa @ wi2 m3 RN AL

| Q_GETRCODE |

Inventory Control INVENTORY RATE CODE FILE MAINTENANCE

Receivers (New Inventory) Rate Code: Class: 0 Sub Class: 0

Return/PickUp Receipt/On-
Rent Charge-Off

Transfers/Idle Chg @ ok REPORT W
Offs/Loaners/Service

Rental Agreements (New)

Rental Acrcements (Ranrint)

Enter the first few characters of the new Rate Code in the Rate Code field and click OK.

INVENTORY RATE CODE FILE MAINTENANCE

Rate Code: cL Class: 0 Sub Class: 0

The INVENTORY RATE CODES list will display.

Click the ADD CODE button.

INVENTORY RATE CODES
Code Description Class - Sub Fee
L2478 LATOP 0000-0000 <
L2952 LAPTOP 0000-0000 o/
PB PORTABLE BUILDING 0000-0000 o/
RO18 REF l 0000-0000 (I

- - € ADD CODE 4 BACK

Revised 12/19/18 4|Page
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To Add:

o Enter the new Code in the Rate Code field. (6 Character spaces available)
o Enter the Rate Code Description in the Description field. (25 Character spaces available)

o If using Recycle Fees they can be entered in the Recycle Fee 1 through 6 fields.

Click SAVE to continue.

INVEMTORY RATE CODE ADD
Rate Code: CL1978 Description: LAPTOP
Class: 0 Sub Class: 0000
Recycle Fee 1: Recycle Fes 2:
Recycle Fee 3: Recycle Fes 4:
Recycle Fee 5: Recycle Fee &:
o o R -
Step 1is complete.
Click the MAIN MENU button.
INVENTORY RATE CODE ADD
Rate Code: Description:
Class: Sub Class: 000
Recycle Fee 1: Recycle Fee 2:
Recycle Fee 3: Recycle Fee 4:
Recycle Fea 5 Recycle Fee &: 1
o o T o
Revised 12/19/18 5|Page




cynergi | suite. Home Office and Setup I 2020

A PRODUCT OF HIGH TOUCH TECHNOLOGIES

Step 2: GETRATEF
To begin, type GETRATEF into the Jump-To box and press the TAB or ENTER key. Press F1.

ergi | suite =T

GETRATEF EMPLOYEE: 0000998 LOCATION: BOB'S RTC

A &7 XN 0O x=a L9

I Q GETRATEF |

Inventory Control

Receipts

Inventory Rate File Maint

Miscellaneous Routines Enter the desired fields to list and then

the function key for the desired listing order

Inquiries
q Ticket Type:
End-of-Day Process Cust Type Pre Group:
Inv Rate Code:
Generate Reports Store Pro Group:
Store:
Collections

Changed Date:
Collection Activity/Pick Up
Slips
Call List
Commitment Report

Timekeeping

Time Clock

This is the starting inventory rate code to list

Fl1-ByTicketType Fi-ByStoreProGrp F3-ByChangeDate F10-Exit

cynergi | suite by High Touch

Press F6 to add the new Rate Code.

Inventory Rate File Maint

L] CLZ473 o 108.21/ 18 z24.99/ 78 0.00 6719515
o RO18 o 77.90/ 18 17.99/ 78 799.00 12704712

Fl-Forward Fi-Back F3-Delete Rate Fd4-Change Rate |F&-Add Rate | F1O0-Exit

Revised 12/19/18 6|Page
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Press TAB or ENTER to move through the required fields.

o Inv Rate Code: Enter the new Rate Code
o Weekly Rate: Enter the Weekly Rate
o Weekly Term: Enter the Weekly Term

After entering the weekly term, the monthly rate and term will automatically populate.

o Monthly Rate: Will be calculated from the weekly rate and term (may be overridden if needed)

o Monthly Term: Will be calculated from weekly term

o Regular Price: Enter the Regular Price (Cash Price or FMV)

Press TAB, ENTER, or F9 to save.

Ccust Twp

Inventory Rate File Add

Ticket Type:
= Pro Group:

[Inv Rate Code: CLlQTB]

Stor

e Pro Group:
Store: 0O

[WEEle Rate: 19.99]

Weekly Term: 78
¥

Monthly Rate: 59.99

Monthly Term: 18

[RE

gular Price: ??9.99]

C

hanged Date:

This is the Regular Price

FE-Prev

F10-Exit

Revised 12/19/18
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Press F8 to add another Rate Code or press F10 to exit.

Imventory Rate File Add

Ticket Type: B
Cust Type Pro Group:
Inv Rate Code:
Store Pro Group:
Store: 0O

Weskly Rate: .00
TWeskly Term: 0O

Monthly Rate: .00
Monthly Term: 0O

Regular Price: .00

Changed Date:

0) BRent To Own R) RTR

FE2—-FPrew F1O0-Exit

Additional Rate Code Information

The Rate Code is a Code that is used to provide the Rental Rates, Terms, and Cash Price (Fair Market Value) to the cynergi
Model Number.

I 2020

|suite

This is one example of how a Rate Code for a Washing Machine could be set up using the 2-character product code, followed by the

weekly rate, and then the term in months. However a Rate “Code” can consist of any variation of letters and or numbers.

RATE CODE

AW1524

AW)(15] (24 |

N

2 Character Product Code Weekly Rate Term in Months

Weekly Rate 1 Description (25 Characters)
Weekly Term [FULL SIZE WASH ER}
Monthly Rate

Monthly Term

Regular Price*

Revised 12/19/18
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Add a Model Number

To add a new Model Number, type ITEMMNTS into the Jump-To box and press the TAB or ENTER key. You may also select it from
your company’s cynergi|suite menu.

Two methods can be used to begin the process:
o Enter the first two characters of the Product Code of the new model number in the Model #/UPC/Description field. This will
narrow the model number search to begin with the product code.
o Leave the Model #/UPC/Description field blank. This will display the beginning of the model number list.

In this example, the search will be done using Product Code CL (Computer Laptop). The search results display all model numbers
that begin with the CL Product Code.
Click SEARCH BY MODEL # to continue.

Jump-To box

ITEMMNTS EMPLOYEE: 0000998 LOCATION: HOME OFFICE LOCATION - 100 611 15 13:58:34

@2 L 67 NN O wa wig m3 R L
I Q TEMMNTS I
Inventory Control MODEL NUMBER MAINTENANCE l
Receivers (New Inventory] Model #/UPC/Description: I L I
Return/PickUp Receipt/On-
Rent Charge-Off
Transfers/ldle Chg SEARCH BY UPC SEARCH BY DESCRIFTION W
Offs/Loaners/Service

Review the search results to verify that the model number you are adding does not already exist in the list.
If the Model Number does not exist and needs to be added, click the ADD button at the bottom of the screen.

MODEL NUMBER MAINTENANCE

Mode| #/UPC/Description: l cL l
ITEM LIST

fMouel # \ Description 2nd Description

CLACES3152470 LAPTOP 15.4 SCREEN - e
CLACES3152698 LAPTOP A-VISTA - e
CLACESS165063 LAPTOP 2GIG 250GIG HD W/WEBCAM -8
CLACES534 LAPTOP AMD 2 W/WINDOWS 7 - e
CLACES5421462 LAPTOP AMD X2 4GIG 320GIG HD - e
CLACES720Z LAPTOP ANISTA -
CLACEASPS050 LAPTOP AMD 3000 80HD DVD =/~ - e
CLACEASPIRE4330 LAPTOP ANISTA - =8
CLACEASPIREONE LAPTOP MINI 160HD - e
CLACEEXTENZA4620 LAPTOP A-VISTA - e
CLACENB2451 LAPTOP CEL410 256 40HD CDRW/DVD -
CLACENB2430 LAPTOP CEL410 512 40HD CORW/DVD - e
CLACENBZ2431 LAPTOP CEL410 256 40HD CORW/DVD - e
CLACENB3050 LAPTOP CEL420 1024RAM 80HD CDRW/D - e
CLACENE3100 LAPTOP 3400 512 80HD DVDRW - e
ITEM DETAILS

Regular Price: 2.950 Sale Price: 2.950

Payment / Months: l 0.00 7| 1s Payment / Weeks: 0.00 7| s

| | e S - o

Please Note: The Arrow buttons on the bottom left of the screen can be used to page forward and backward on the list.

Revised 11/13/18 9|Page
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The MODEL NUMBER ADD screen will open.

Depending upon system is configuration, the highlighted fields will typically be the main fields of the new Model Number that will

need to be populated.

Please Note: Not all fields will be used.

MODEL NUMBER ADD

Fields marked with an (*) are required.

LPC Code:

* Rate Code:

* Model #

* Commission Code:

* Description:

*Vendor #:

Second Description:

—1
|

]

|
[
|

Discontinued Indicator: Mo v

First Received:

* Serialized/Fee ltem:

Average Cost: 0.000
Last Cost: 0.000

0.000

Repular Price:

Sale Price:
MAP: 0,00

MOP: 0,00

List Price: 0.00

* & Months of Deprec.: D

Misc Cost Usage:

Percent: 0.00

Quantity on Hand: o

Taxable: E

Use Profit Center: v
Equivalent:

RTR:

Sales Spiff: 0.00

RTO Spiff:

RTR Monthly Price:

RTO Manthly Terms:

Total Menthly Price:

Monthby:

RTO Weekly Terms:
Total Weekly Price:
Weekly:

Quantity On Order:
Cube Size:

# of Pieces:

=) =) =) =) =} =)
o =3 o
[==] [==] [==]

Date Order Due In:

Days Out of Stock:

Furn Style:

Unit Weight:

Mo Sale Discounts: v

Status Recvd Inw; M - New v
Freight Override:

GL Account #'s:

Revised 11/13/18
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When the MODEL NUMBER ADD screen opens, the UPC Code field will be highlighted. This field will not be used. Press TAB or
ENTER to move to the Rate Code field.

MODEL MUMBER ADD

Fields marked with an (*) are required.

UPC Code:

* Rate Code:

Please Note: If using Rate Code Pricing, a Rate Code will be required. If NOT using Rate Code pricing, press TAB or ENTER to move to
the Model # field.

Use the pick list to select a Rate Code.

Fields marked with an (*) are required. Use Profit Center: v
UPC Code: Equivalent:

* Rate Code: _ RTR:

* Model #: | | Sales Spiff: 0.00
o i e

The Rate Code list will be displayed. Select the correct Rate Code from the list, or click on the ADD CODE button to add a Rate Code.
Please reference the previous section, Add a Rate Code, for this step.

INVENTORY RATE CODES

Code Description Class - Sub Fee

D112 COMPUTER DESK 0000-0000 Va
CD1615 COMPUTER DESK 0000-0000 Vs
cDigig COMPUTER DESK/CABINET 0000-0000 ra
Cjz418 CHAIN 0000-0000 ra
gczat CHAIN 0000-0000 ra
L1412 LAPTOP COMPUTER 0000-0000 ra
L1415 LAPTOP COMPUTER 0000-0000 Va
cLi41g LAPTOP COMPUTER 0000-0000 ra
CL1513 LAPTOP COMPUTER 0000-0000 ra
L1715 LAPTOP COMPUTER 0000-0000 Vs
cL171g LAPTOP COMPUTER 0000-0000 Va
CL1815 LAPTOP COMPUTER 0000-0000 ra
cL1sis LAPTOP COMPUTER 0000-0000 ra

Revised 11/13/18 11| Page
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Model # Field

The cynergi|suite Model Number can be configured in several different formats. This example will use the standard format that
consists of a 2 character Product Code, a 3 character Manufacturer’s Code, and the remaining 13 characters are available for the

actual Manufacturer’s Model Number.

Example of a Model Number for a Washing Machine.

AW| (WPL| [WTW5700XW|

e

AW = APPLIANCE WASHER

WPL = WHIRLPOOL

N\,

WTW5700XW = MODEL #

Enter the first two characters (Product Code) of the Model Number to be added and press TAB or ENTER.

| MODEL MUMBER ADD |

UPC Code:

* Rate Code;

Fields marked with an (*) are required.

CL

If the Product Code is NOT found, the PRODUCT CODE LIST will display.
Click the ADD PRODUCT button to add a new Product Code.

PRODUCT CODE LIST
Code Description
XX CHRISTMAS SPECIAL PURCHASES
ZDh Zh
Zz MISC
==

Location

0000 A
0000 7=
0000 =

+ BACK

Revised 11/13/18
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Input the PRODUCT CODE and the PRODUCT CODE DESCRIPTION.

Click SAVE to continue.

PRODUCT CODE ADD
Location: 0000
Product Code:
Product Code Description: I PRODWCT CODE DESCRIPTION I
Total Cost New: 5 0.00
Total Cost Re-rent: 5 0.00
Total Cost On Rent: 3 0.00
Discontinued Cost: S 0.00
Rental Revenue Prev MTD: 5 0.00
Sales Previous MTD: S 0.00
Cost of Sales Prev MTD: 3 0.00
Percent GP Prev MTD: 0.00
Seasonal Months Jan Feb Mar Apr
Re-Order Levels: no | now v I
DatiUpdated:
& save

If the Product Code entered exists, the Manufacturer’s Code field to the right will be highlighted.

Press TAB or ENTER to display the MANUFACTURER’S CODE LIST.

MODEL NUMBER ADD

Fields marked with an (*) are required.

UPC Code:

* Rate Code: l
* Model #: D

Select the correct Manufacturer’s Code from the pick list. The Arrow buttons at the bottom left can be used to page forward or
backward. Press TAB or ENTER to continue.

Revised 11/13/18 13| Page
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Add Manufacturer’s Code
If the Manufacturer’s Code does NOT exist, click the ADD CODE button.

BAS
| - II ~ II L+ ADDCODEI

MANUFACTURER'S CODE LIST
Code Description Change
ABS ABS P
ACE ACER ] ra
AEI ALLISON ERWIN IMPORTS Va
AFF AFFORDAELE ra
ALG ALLEGRO ra
ARA ARANA ra
AME AMERICAN RACING ra
ANT ANT e
AQC CMP MONITOR LCD ra
APP APPLE ra
APX APEX ra
ASH AsH &
AUD AUDIOVOX rd
AVR AVERATEC ra
BASELINE LICENSING ra

4+ BACK

Input the Manufacturer’s Code and the code Description, click SAVE.

MANUFACTURER'S CODE CHANGE

!

Product Code:

Praduct Code:

Product Code:

Product Code:

Praduct Code:

Product Code:

Product Code:

Praduct Code:

Product Code:

SAVE

PrIu ct Code:

Manufacturer's Code: I ACR I

[ Manufacturer's Code Description:

)

Freight or Other Added Cost:
Freight or Other Added Cost:
Freight or Other Added Cost:
Freight or Other Added Cost:
Freight or Other Added Cost:
Freight or Other Added Cost:
Freight or Other Added Cost:
Freight or Other Added Cost:
Freight or Other Added Cost:

Freight or Other Added Cost:

Revised 11/13/18
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With the Product Code and Manufacturer’s codes entered, now enter the actual Manufacturer’s Model Number into the third field
and press TAB or ENTER to move to the Commission Code field.

MODEL NUMBER ADD

Fields marked with an (*) are required.

UPC Code:
* Rate Code: l

* Model #: |CL H ACE | ASPIRESO00

Commission Code Field

o If Commission Codes are used, select a code from the drop-down pick list.
o If Commission Codes are NOT used, enter a 1 and press TAB or ENTER to move to the Description field.

MODEL MUMBER ADD

Fields marked with an (*) are required.

UPC Code:

* Rate Code:

* Model #: lCLACEASPIREB‘DDU
[* Commission Code: ] 1 =

Description Field

Enter a few characters of the Model Description and press TAB or ENTER.

MODEL NUMBER ADD

Fields marked with an (*) are required.

UPC Code:

* Rate Code:

* Model # CLACEASPIRES000

* Commission Code: 1 = l

The DESCRIPTION FILE LIST will display. Select the proper Description from the list. The Arrow buttons at the bottom left can be
used to page forward or backward.

Revised 11/13/18 15| Page
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If the correct Description does NOT exist, click the ADD DESCRIPTION button.

DESCRIPTION FILE LIST

Description Secondary Description

LAPTOP 1.0 80HD DVDRW cL
LAPTOP 1.0GE DDRZ 120HD DVD+R/RW cL
LAPTOP 1.0GIG WITH WEBCAM cL
LAPTOP 1.7CEL 512 BOHD DVDRW cD
LAPTOP 1.8 160HD 1.0RAM DVDRW cL
LAPTOP 1.8 40HD 512RAM CORW/DVD D
LAPTOP 1.8 512 BOHD DVDRW cL
LAPTOP 1.BGHZ 30HD 256RAM CDRW/DV D
LAPTOR 1.BGHZ 40HD DVD/CD-RW D
LAPTOP 15.4 SCREEN cL
LAPTOP 2 GIG 250HD 16" SCREEN cL
LAPTOP 2.AGHZ 256RAM 40HD CDRW/DY D
LAPTOR 2.6GHZ 256RAM 30HD CORW/DV D

© ADD DESCRIPTION

I;l -

Product Code

g
%

A AR AT A A AT AR TA YA SR

Add Description Code

Please Note: There are two descriptions available for a Model Number (28 Characters are available for each).

o 1% Description is usually a broad description. Example: LAPTOP
o 2" Description is typically a more detailed. Example: 2.4 GHZ 256RAM 50HD DVD/CD

The DESCRIPTION FILE ADD screen will display.

o Enter the Product Code, press TAB or ENTER.
o Enter both Descriptions and click SAVE to move to the Vendor field.

DESCRIFTIOM HLE ADD 1
Product Cude:iE
Retail Inventory/Asset:| 0000 |-| 000
Rental Income/Revenue:| 0000 | -| 000

Depreciation Expense:| 0000 | -| 000

RTO Monthly Price Factor: | 2.500
RTO Weekly Price Factor:| 2.750
RTR Price Factor: | 5.000

Regular Price Factor:| 2.000
Sales Price Factor:| 2.000
MNormal Monthly Terms: | 18

MNormal Weekly Terms:  7a

!

Descr‘iption:l LAPTOP I l

Second Description: I 2.4 GHZ 256RAM S0HD DVD I

Retail Sale Income:| 0000 - 000

Retail Cost of Goods Sale:. 0000 | -| 000

Charge Off/Junked Expense:| 0000 |- 000

Rental Inventory Cost of Goods Seld: | 0000 |-| 000

If using Description Based pricing, these fields must be populated with pricing
factors. If NOT using Description Based pricing, leave blank.

Revised 11/13/18
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Vendor # Field

A Vendor must be assigned.
Enter the first few characters of the Vendor and Press TAB or ENTER.

MODEL NUMBER ADD

Fields marked with an (*) are required.

UPC Code:

* Rate Code:

* Model # CLACEASPRIESDO0

* Commissicn Code: 1 =

* Description: LAPTOP =

The VENDOR LIST will display.
Select the Vendor from the list. The Arrow buttons at the bottom left can be used to page forward or backward.

If the correct Vendor does NOT exist, click the ADD button.

VENDOR LIST Q
Vendor # Vendor Name - Address Pay To

384 0 7
194 15T 3RD BAMEK i1} ra
39 5/3 BANK l 0 7
[235 AR ] 0 7
236 AAAB 0 7
223 AAAC 0 7
177 AAAD 0 7
19 ABS JEWELRY 0 7
172 ACME ELECTRICAL 0 7
326 AFFORDABLE COMPUTING 0 7
Showing 1 to 10 of 143 entries 12 3 45 Next Last
L= J[o ] * oacx

Revised 11/13/18
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Add a Vendor

Please Note: The VENDOR record requires two additional records.
1) Vendor Term
2) Vendor Shipping Method

Follow these steps to complete the Vendor Add Process.
The VENDOR ADD screen will display.

o Press TAB or ENTER and a new Vendor # will be automatically assigned.
o Input the Vendor NAME and press TAB or ENTER.

VENDOR ADD

| JoE's compuTER WoRLD | Sales Rep Fax #:

Address: Vendor Phone #:

Vendor Fax #:

City: Federal Tax 1D #:
State: Remit Pmts to Acct: 0
Zip Code: Our Vendor Acct #:

Vendor Terms List
The VENDOR TERMS LIST screen will display.

Select the Vendor “Term” from the list. The Arrow buttons at the bottom left can be used to page forward or backward.
If the correct Vendor Term does NOT exist, a new Vendor Term can be added.

Please Note: The “Terms” for any existing Vendor Term can be viewed by clicking the Pencil icon. This may be helpful when adding a

new term.
Click the ADD button to add a new Vendor Term.

l\I"ENDOR TERMS LIST |

Desc #Pmits Due Mth Due Day Due % Disc Mth Disc Day Disc %

15 NET 1 100.0000 @
20 NET 1 20 100.0000 Va
30 NET 1 30 100.0000 ra
30/60/90 3 1 30 33.3334 Va
9 MET 1 l 9 100.0000 7
[CASHIERS CHECK 1 100.0000 ] 7
CHECK 1 100.0000 Vs
DAY 5 1 5 100.0000 Va
VISA 1 100.0000 Va
I = " - "o"‘DDI 4 BACK

Revised 11/13/18
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To Add:

The following Vendor Term fields are required:

o Term Description: Enter the Vendor
o Number of Payments: Enter the number of payments

Input any other fields as needed.

Click SAVE to complete adding the new term then click the BACK button to return to the VENDOR TERM list.

VENDOR TERMS MAINTENANCE l

[ Description: ] I oD

1st Payment:
2nd Payment:
3rd Payment:
4th Payment:
5th Payment:

6th Payment:

Discount %:
Discount Exp Mth:
Discount Exp Day:

Any More Changes: Mo v

!
o

Due Month

!

[Number of Payments:] I 1 |[1 -0)

Due Day(s) Due Percent
100.0000
Total: 100.0000

Select the new VENDOR TERM from the list.

VENDOR TERMS LIST
Desc #Pmts Due Mth Due Day Due % Disc Mth Disc Day Disc %
15 NET 1 100.0000 ra
20 NET 1 20 100.0000 ra
30 NET 1 30 100.0000 7
30/60/50 3 1 30 333334 7
O MET 1 9 100.0000 7
CASHIERS CHECK 1 100.0000 Vs
CHECK 1 100.0000 ra
[CGD 1 30 100.0000 ra
DAY 5 1 5 100.0000 7
WVISA 1 100.0000 7
WILL CALL 1 30 100.0000 Va
- ~ © o0 4 BACK
Revised 11/13/18
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The VENDOR SHIPPING METHOD screen will display.

Select the appropriate Shipping Method from the list or click ADD CODE to add a new Shipping Method.

SHIP ¥IA LIST Q
- Description
NI I'd
TRUCK ra
WILL CALL Fa
Showing 1 to 3 of 3 entries
€ ADD CODE 4 BACK
To Add:

o Enter the Shipping Method Description and any additional notes if needed
Click SAVE to complete the Vendor Add process.

Description:

!

I PICK UP FROM WAREHOUSE I

Additicnal Notes may be entered.

The Vendor Add process of adding all required fields is now complete.
Additional information may be entered in the remaining fields as desired.
Click SAVE to return to the MODEL NUMBER ADD screen.
Name: JOE'S COMPUTER WORLD Sales Rep Fax &
WVendor Fax #:
o e TEne
TR .
Zip Code: Our Vendor Acct #:
Int'l Exchg/Bump 3: Country:
e — oo - o
Ship Via: PICK LUP FROM WAREHOUSE = 1093 Required? N Y
Lookup Name: JOE'S COMPUTER WORLD Separate Check? Ne v
Shutdown From: = Thru:
Charge Inv Taxes? Mo v re W Min. Quantity:
. v - .
T
Free Ship Amount:
Comments:

Revised 11/13/18
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Serialized/Fee Item

The MODEL NUMBER ADD screen will display. Press TAB or ENTER to move to the “Serialized/Fee Item” field.
The “Serialized” field will default based on the system configuration.
o Y -—Serialized = All units received with this model number will have a manufacturer’s serial number.
o T-Transparent = All units received with this model number will not have a serial number. A unique serial number will
automatically be assigned.
o N - Misc. = Miscellaneous units that do not have a serial number or alternate ID.
If the default is NOT correct, use the pick list to select another option, otherwise press TAB or ENTER to continue.

MODEL NUMBER ADD

Fields marked with an (*) are required

UPC Code:

* Rate Code:

* Model #: | cuaceaseriesooo |

* Commission Code: E =

* Description: I LAPTOP IE
* Vendor #: =

Second Description: | 24 GHZ 256RAM SOHD DVDICD |
Discontinued Indicator: No v

First Received:

* Serialized/Fee Item:

Y - Serialized 1/ No v

Y - Seriahzed

Average Cost T - Transparent
N - Misc

| ace Coce

Average Cost and Last Cost Fields

o Enter the Cost of the Model into the Average Cost and the Last Cost fields. This is a very important step!
o Press TAB or ENTER and the remaining Model Number fields dependent on Cost will automatically populate based upon the
configuration of the price controls.

MODEL NUMBER ADD

Fields marked with an (*) are required.

UPC Code:

* Rate Code:

* Model # | cuaceaspriesono |

* Commission Code: =

* Description: I LAFTOP IEE
*Vendor # 387 =

Second Description: I 2.4 GHZ 256RAM SOHD DVD/CD I
Discontinued Indicator: No Ll

First Received:

* Serialized/Fee ltem: Y - Serialized v MNo r
Average Cost: _

399950

Last Cost:

Revised 11/13/18 21|Page
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The entry of all required fields for the new Model Number is complete.

Click OK to save and finish adding the new Model Number.

MODEL NUMBER ADD

Fields marked with an (*) are required. Use Profit Center: ez L]
UPC Code: Equivalent:
* Rate Code: RTR: N =
* Model #: I CLACEASPIREZDDT I Sales Spiff: 0.00
* Commission Code: D = RTO Spiff: 0.00
* Description: I LAPTOR I = RTR Manthly Price:
*Vendor #: 87 = RTO Monthly Terms: 18
Second Description: | 2.4 Gtz 258RaM 501D DVDICD | Total Monthly Price: 140382
Discontinued Indicator: Mo L Monthly: 77.99
First Received: RTO Weekly Terms: 78
* Serialized/Fee ltem: /| No ¥ Total Weekly Price: 1.55922
Awerage Cost: Weakly: 15.9%
Last Cost Quantity On Order: o
Regular Price: 749550 Cube Size:
Sale Price: 749.530 # of Pieces: 1
BAAR: £99.939 Date Order Due In:
MOP: 359.3% Days Out of Stock:
List Price: 0.00 Furn Style: =
* # Months of Deprec.: 24 Unit Weight
Misc Cost Usage: 1) Use Entered Cost v Mo Sale Discounts: v
Percent: 0.00 Status Recvd Inv: M - New v
Quantity on Hand: a Freight Onverride:
Taxable: Yes r GL Account #'s: =

The Any More Changes prompt will appear. If changes are not needed, leave the default set to No and click OK.

MEM ADD COMFIRMATION

Any More Mo T
Changes?

@ ok = BACK

The new Model Number has been added to the Model Number file.
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Add an Employee

The employee record consists of two screens with many input fields available. Depending on system configuration, not all will be
used. There are twelve required fields that must have data in order for the employee to be added.

Description of each field needing data:
o Name: The format is Last Name, First Name.

Acct#: This will be the Username (Login) assigned to the Employee Ex: 1003.

Store: Store the employee is assigned to.

Marital Status: S for Single, M for Married.

Dept. (Department): Department the employee is assigned (press Tab to display available options).

Wage Type: S for Salary and H for Hourly.

Commission Type: 1 No Commission, 2 Entered Percent, 3 Report Commission (Select 1 if Commission is not used)

Home Menu: The standard menu is HOMEHT. If a custom menu is used by your company or home office personnel, contact

your Home Office or High Touch for assistance.

o Alt Stores: N for No, A for All, D for Division, R for Region (“A” Allows employee to login to “all” stores. “N” will only allow
the employee to login to their assigned store.)

o Alt Synonym: Y or N (“Y” allows ability to print to any printer. “N” only allows printing to local store printers.)

o Pay Frequency: W, B, S, and M: Weekly, Bi-Weekly, Salary, Monthly.

o Regular Passcode: Employee’s password Ex: 1003.

O O O O O O O

To add an Employee type EMPMNT into Jump-To box and press the TAB or ENTER key.

ergi ‘ suite Jump-To box

EMPMNT CLENTID: CSI EMPLOYEE: 0000998 LOCATION: Store 1 qynergitraining -1 () 11/12/2018 17:35:34
- ® = W R L

Employee Maintenance 11/12/18

Start By:| F6--Acct Nbr Enter-Name
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Select Add by pressing F6 to add a new employee.

Employee Maintenance

Emp Name/Nbr:

Emp#: Employee Name

1 ROUTE 1

2 ROUTE 2

99 On-Line

90080 EXECUTIVE
90001 REGIONAL MGR
90082 MARKET MANAGER
90083 STORE MANAGER
90084 ASST MANAGER
90885 ACCOUNT REP
90086 SALES ASSOCIATE
90087 DELIVERY DRIVER
99998 2-Way SMS

EOF

11/12/18

Address Home Phone Cell Phone Store

Payments

9000

L}
RRRARRBRRRRRR § §

F1-Next Page F2-Prev Page F5-Delete| F6-Add ENTER-Update F8-Prev Menu CMD-Exit

The first Employee Add screen will open. Begin by adding the employee name (Last Name first), then continue through the fields as
needed. When entry is complete for the first screen, press F9 to save all changes.

Name:
Add:
City:

Home Ph:
SSAN: ©00-00-0000
Store:
Marital Status:

Commission Type: 0
Override Paid:
Jniform Allw/Ded:
Insurance Deduct:
deduct Lunch Hr.:
Hrs. To Deduct:
Home menu:

Employee Add

11/12/18

Licensei:

Cell Ph:

Emp Date:

Spouse Name:

GL Nbr:

Wage Amt:

Base Comm: Commission %:
Override %

Uniform Amt

Insurance Amt

Min Hrs Lunch:

Chg Serv Price:

Employee's Last Name

0000-000
0.00
0.0
0.0
0.0
0.0
0.0

Arrow Keys--Positioning, Return--Next Field, F8--Backout, Cmd--Exit Pgm

The second Employee Add screen will open. Continue through the remaining fields as needed. When entry is complete for the
second screen, press F9 to save the new employee record.

LELH
Add:
City:

Home Ph:
SSAN: ©00-00-0000
Car Allowance:
Accts Receivable:
IRA:
Pay Frequency:
Review Rating:
Overtime on 8 hrs:
Work Past Midnight:
Work Comp Code:
Overtime Authority:
Overtime Break hrs:
Technician:
Birth Date:

Employee Add

11/12/18

Accti#: 1234

License#:

Work Ph: Cell Ph:

Car Allow Amt:

Accts Rec Amt:

IRA Amt:

2nd Employee#:

Review Date:

Last Raise Date:

Last Raise Amt:

Termination Date:

Overtime Passcode:

40 Regular Passcode:
N Account Manager:
Supervisor:

Enter An "N" OR "Y"

0.00|Alt Stores:
@.80 Alt Div/Rg: 0000000
©.00 |Alt Synonm:

Dflt Term Rec: -]

Arrow Keys--Positioning, Return--Next Field, F8--Backout, Cmd--Exit Pgm

Revised 11/12/18
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Copy Security Profile (SECCOPY)

The final step is to add security settings to the newly added employee. In the Jump-To field described earlier, type SECCOPY.
SECCOPY provides the ability to copy the security settings from a Department or even an existing employee. It is recommended to
use the “Department” security settings, as individual employees are able to have different security settings within their Dept.

Employee Number Of Record To Copy From: Enter the Department (security) you would like to apply to the employee (this example
shows using the “Store Manager” Dept. Security template of 90003)

Employee Number Of Record To Copy To: Enter the new employee “Acct Number”

Update Operator Security: Defaults to “Y” (leave as is)

Press F9 to save.

@Fx S

| a seccopy |

Copy An Existing Security Record
LT e Employee Number Of Record To Copy From: (90803 STORE MANAGER
Receipts Employee Number Of Record To Copy To: e
Update Operator Security:|Y
Miscellaneous Routines

The employee will now be able to log in.

Example of typical Department Security Templates

EXECUTIVE
REGIONAL MGR
MARKET MANAGER
STORE MANAGER

ASST MANAGER
ACCOUNT REP
SALES ASSOCIATE
DELIVERY DRIVER
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Add or Change an Account Manager Route Description

Add Account Manager Route Description

Account Manager Route Description displays on some route reports and the Past Due Inquiry screen.
Type AMGRDESC into the Jump-To box and press the TAB or ENTER key.

ergi | suite.

AMGRDESC

® 2

Q, AMGRDESC

At the initial Account Manager Description Maintenance screen, press the ENTER key to display the existing stores and routes.
Press F6 to add a new Account Manager Route Description.

Account Manager Desc Maint 12/27/17

Description
1 ROUTE 1

Fl-Next Page F2-Prev Page FS5-Delete| F6-Add ENTER-Update FE8-Prev Menu CMD-Exit

Enter the Store number, Route number, and Route Description. After entering the description, press ENTER at the Any More
Changes prompt to save the Account Manager Route Description.
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Account Manager Desc Add 12/27/17

Store:
Route:
Description:

Store Number

rrow Keys-Positioning Return-Next Field FE8-Backout Cmd-Exit Pgm

When finished, press the Home button to return to the cynergi|suite Main Menu.

A
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Change Account Manager Route Description

At the initial Account Manager Description Maintenance screen (AMGRDESC), press the ENTER key to display the existing Stores
and Routes. Use the arrow key to select the Store and Route that you would like to change, and press the ENTER key twice.

Please Note: Pressing F1 will take you to the next screen for companies that have more than a few stores.

Account Manager Desc Maint 11/13/18

Store:

Store Route Description
ROUTE 1
OUT OF TOWN
ROUTE 1
OUT OF TOWN
ROUTE 1
IN TOWN
OUT OF TOWN

F1-Next Page F2-Prev Page F5-Delete F6-Add |ENTER-Update| F8-Prev Menu CMD-Exit

Make the needed changes to the Description and press ENTER at the Any More Changes prompt to save the Account Manager
Description changes.

Account Manager Desc Change 11/13/18

Store: 5
Route: 2

Description: 82 OUT OF TOWN

Mny More Changes: N

Arrow Keys-Positioning Return-Next Field F8-Backout Cmd-Exit Pgm

When finished, press the Home button to return to the cynergi|suite Main Menu.

f
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Login Assist

The new login page feature will enhance the login process to include the Dataset ID, Store Number, and Terminal Number as part of

a single login process.

Benefits

Ability for stores to log in without having to select the store number every time they log in
Ability for stores to save their login dataset, store number, and terminal on each workstation
Ability for the employee to override the default and use their User’s Home Store Default Terminal Record instead of the

Terminal Record number of the store workstation

Details

1)

2)

3)
4)
5)

The first time the employee logs in, they will need to click on the Hammer and Wrench icon to open a drop-down

menu.
Employee will select their Dataset, input the store number, and input the Terminal Maintenance number.
e  Most companies will have only one Dataset, and it will be the only selection available.
e Most company’s defined Terminal Maintenance Number will be the store number plus “01” (Example: Store 1 =
terminal 101 and store 10 = 1001).
e Please Note: If a store only has one Terminal Maintenance Record, it is okay to leave it blank. Data input of
“Terminal” is only required if a store has more than one Terminal Maintenance Record.
Employee will click Save to save the configuration.

Employee will enter their Username and Password and click the Login button to log into cynergi|suite.
Clicking the Term Override checkbox when logging into the user’s Home Store will apply the User’s Home Store Default
Terminal Record instead of the Terminal Record number of the store workstation.

el

LGN Test Cfg01 Corporate RTO \d Store: Terminal: - Term Override: N Save

s Changing RTO Datfa Managepfient - for good
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Support Ticket Tool
The cynergi|suite Support Ticket Tool provides users the ability to create a support ticket without the need to make a phone call.
To launch the cynergi|suite Support Tool, click the Support Tool icon located on the right side of the cynergi|suite App Bar. Once

the form has been filled out and submitted, a support ticket is automatically added to the High Touch support queue or to an
alternate email based support-ticketing system.

CLIENT ID: CS EMPLOYEE: 0000998 LOCATION: Store 1 cynergi training - 1 11/13/2018 14:49:32 /7N

(1)

The Cynergi Support Ticket screen will open.

To submit a support ticket, enter your name or the name of a contact person, a contact phone number, an email address (optional),
your store/location number, and a detailed description of the problem. Click the SUBMIT button to send the request to the
cynergi|suite support team OR to the email address designated by your company. All required fields must be completed to submit a
support ticket.

CYNERGI SUPPORT TICKET

Create a ticket with our Cynergi|Suite™ Support Team
instantly by entering the requested information in the form
below.

Contact Person:

Contact Phone #:

Contact Email (optional):

Store or Location #:

Description of Problem (please include details):

NOTE: Support requests submitted after Spm Monday -
Friday, after 4pm Saturday, and all day Sunday/Holidays will
be addressed the following business day.

For urgent support issues autside these times, please call
800-959-4357.

@ susmIT 4= CANCEL W SETTINGS
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If the support ticket is successfully submitted, a message will appear. Press the CLOSE button in order to close the window and
continue.

A suppaort ticket has been created. A support technician will
be with you as soon as possible. Thank you!

If you decide not to submit a support ticket, you can press the CANCEL button in order to close the window.

Please Note: For High Touch cynergi|suite support, regular support hours are 8:00-7:00 CST, Monday — Saturday. Any Support Ticket
requests submitted outside of regular support hours will be immediately worked on the following business day. For After Hours or
Holiday emergency support, please contact the Support Hotline at 855-296-3744 and an on-call support technician will call you back.

Admin Settings (Home Office Configuration/Setup)

Home Office/Admin personnel may be allowed to access the support ticket settings. A SETTINGS button will appear on the lower
right hand corner of the Cynergi Support Ticket window.

& susmIT 4= CANCEL * SETTINGS

To change the support ticket settings, press the SETTINGS button. A window titled Change Support Ticket Permissions will appear.

[ CHANGE SUPPORT TICKET PERM ISS]ONS]

Departments Allowed to Access ALL
Support Ticket Screen:
Departments Allowed to Access EX

Support Ticket Settings:

Send Support Ticket Emails to: Cynergi|Suite™ Support at High Touch v

© CANCEL @ sAvE

Please Note: Initially, ALL departments have access to both the support ticket window and the support ticket settings. It is strongly
encouraged for Owners/Home Office to setup the Department Security on this feature and make appropriate changes to the
department lists as needed.
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The Change Support Ticket Permissions window has three optional settings available:

1) To change which departments have access to the initial support ticket screen and can submit support tickets, enter a list of
comma separated department codes. This fields defaults to “ALL” (all departments).

2) To change which departments have access and can make changes to the settings of the support ticket window, enter a list
of comma separated department codes. This fields defaults to “ALL” (all departments).

3) By default, the support tickets are sent to cynergi|suite support at High Touch (cynergisuitesupport@hightouchinc.com).
To change where support tickets are sent, choose “An Alternate Email Address” from the drop-down menu. Type in an
alternate email address in the appropriately labeled text box.

Please Note: Some email providers filter messages based on content, subject line, or the sender's email address and may put
support ticket email into the bulk, junk, or spam mail folder.

Press the SAVE button to save any changes made to the Change Support Ticket Permissions window. Press the CANCEL button to
discard any changes you have made. Either button will return you to the previous window.

CHANGE SUPPORT TICKET PERMISSIONS

Departments Allowed to Access ALL
Support Ticket Screen:
Departments Allowed to Access EX

Support Ticket Settings:

Send Support Ticket Emails to: An Alternate Email Address v

Alternate Email Address:

NOTE: Some email providers filter messages based on
content, subject line, or the sender's email address and
may put support ticket email into the bulk, junk, or spam
mail folder.

© CANCEL & SAVE
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End of Month Data Archiving

This update is a change to the cynergi|suite software system regarding End of Month (EOM) dataset archiving. The cynergi|suite
system has been updated to limit the number of End of Month (EOM) backup Datasets stored on the cynergi|suite server. The
reason for this change is due to server space limitations on the systems.

Details

o Beginning with the first End of Month (EOM) following the release of this update, the End of Month datasets will only be
retained for a rolling three (3) months (the most recent End of Month dataset and two prior End of Month datasets).

o All other End of Month datasets prior to those three months will be removed unless the client wishes to take one of the
following actions notated below.

Action

Please Note: If the client wishes to retain more than the three End of Month backup datasets, please contact your Account Manager
as soon as possible.

Potential options available:
1) Contact your Account Manager to have an EOM virtual machine archive storage area created to save the End of Month
datasets.
2) Contact your Account Manager to have a new directory created on your own server for archiving the datasets. This option
is available for clients using their own server and if enough space is available on the existing server.
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Refund Security Controls

There are several security level settings available to help manage Refunds.

Credit Card/ACH Security

(CC/ACH CashRefOK) security switch allows cash refunds on credit card payments and credit card refunds on cash payments.

If the employee security switch (CC/ACH CashRefOK) is set to “Y” (Yes):
o Refunds can be tendered as cash, even if the payment was taken with a credit card or a debit card.
o Refund can be tendered as credit card if the payment was taken with cash.

Please Use Caution: The intention for this security flag is to allow upper management/Home Office personnel the ability to make
adjustments in payments when they are mistakenly posted. For example, when a credit card payment is posted to the wrong
customer and needs the S value moved to another account. It is not recommended that this security flag be turned on for all
employees.

Please Note: This flag is initially defaulted to “N” for No.

Non-Cash Refund Payment Form Security

(NonCash RefundOK)
This employee level security switch can prevent an employee from using the payment form 5-Non-Cash Refund.

If the employee security switch (NonCash RefundOK) is set to “N” (No):
o Payment Form 5 (Non-Cash Refund) cannot be used during a refund.

Please Note: The default setting for this switch is “Y.”

Both switches are available in SECMNT for any Employee or Department.

Security Change 11/19/18

390003 STORE MANAGER

Cng CalcDueDate:

Employee Nbr:
Pdout Letter Prt:

RTO Programs

Enter DELC Ok: Take Free Pmts:

Cng DueDate Neuw:
Rent Ctl Add:

Cng ContractDate:
Cng Contract Bal:
Cng Add On Date:
Close Inv Change:
Print CPRTA:
Print BWAC Rpt:
Print Buyer Rpt:
RP Enter Ok:

Add Item Agreemt:
Take Pmts In RP:
Mgr TermChginNEMW:
OverRideFreeLmts:
CngPrice NEW onN:

Arrow Keys—--Positioning,

Revised 12/3/18

CEAL<ZLLZLZLLCZZLCLCZCC

ale = | (] []
NonCash RefundOK:

Cng Process Fee:
Rent Cntl Delete:
Cng Contract Amt:

Exchng RTO Item:

RTO Close Inq:
Close Inv Inquir:
Print ZIPA:

Print PINVBOR:
Print Inv Dep:
RTOmnt 2ndScreen:
Cng SpcOrdDueDte:
Free Pmts RTORec:
Cng EBO Amt inRP:
Cash RefundsInRP:
Cng LateFee inRP:
Non-LP Refund O0OK:

Return--Next

LA L L ZLZZLLLLLZLZ

Field,

Rent Ctl Change:
Rental Cust Type:
RTO Pmt Change:
Close RTO Ticket:
Open Closed Tick:
Close Inv Delete:
Print BORCMP:
Print ZIP:

Print Pastdue:
RTOmnt Cng Store:
Cng Close Inv St:
Cng GRP/ESP inRP:
Cng Pmt RTOCSMNT:
CRP Enter Ok:
Forgive Fees:
Chargebacks OK:

F8--Backout,

ZALX AL ALALZILLCLLCKLCZZLLCZZ<X<

Rent Ctl Inquire:
Rnt Cntract Type:
RTO Ticket Cng:
Cng Closing Date:
Close Inv Add:
Print RTO Pmts:
Print CPRT:

Print TRUSTR:
Skip StolenCgoff:
CngCash PriceNeuw:
Cng RTO Pricing:
Cng Price in NEW:
Free Pmts in NEW:
Override SO Rule:

Cmd--Exit Pgm

XL L L LZZLLZZ<LZZZ

CC/ACH CashRefOK: N
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The Non-Cash Refund option is available in the following areas:

Non-Cash Refund during Rental Payment (RP)

When processing a refund in the Rental Payment screen (RP), payment form 5 - Non-Cash Ref is listed as a selection in the Payment
Type field.

If the security switch for NonCash RefundOK is set to “N,” the employee will receive the error message “Using Non-Cash Refund
Payment Form Not Permitted.”

TOTAL PAYMENT DUE
Total Due: -60.00 Amt Received: Payment Type:l 5 - Non-Cash Ref. 'I
Customer Receivable Balance (-} = Credit on Account: 4.27- Total Due - Receivable = 0.00
Change: 60.00
& PROCESS PAYMENT SPLIT PAYMENT FORMS 4= BACKOUT

Non-Cash Refund during Closed Rental Payment (CRP)

When processing a refund in the Closed Rental Payment (CRP) application, payment form 5 - Non-Cash Ref is listed as a selection in
the Type of Payment field.

If the security switch for NonCash RefundOK is set to “N,” the employee will receive the error message “Using Non-Cash Refund
Payment Form Not Permitted.”

CLOSED PAYMENT
Total Due: -27.71 Amount Tendered:
Type of Payment:] 5-MNon- ¥ Change: 0.00
PROCESS PAYMENT 4 BACK OUT
Cash Sale (SALE)

When processing a refund in the SALE application, payment form 5 - Non-Cash Ref is listed as a selection in the Payment 1 field.

If the security switch for NonCash RefundOK is set to “N,” the employee will receive the error message “Using Non-Cash Refund
Payment Form Not Permitted.”

SALES TICKET

Customer: 19004704 ADAMS |, ANTHONY

Contract:

Date: 5/03/18 &

Total Price: 558.06

Tax Group: 1311 =

Payment 1: £00.55

I 5 - NON CASH REFUND v
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