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Weicome and thank you for choosing ConsignPro, the easiest to use and fastest
selling resale shop software available today! The ConsignPro system was designed for
consignment and resale store owners to use in their stores to manage consignors,
inventory, sales, and to automate many of the clerical functions that they perform on a
daily basis such as account record-keeping, check, report, and tag printing.

This ConsignPro User Guide should assist you in using ConsignPro. The guide was
developed as a walk-through of the ConsignPro system and demonstrates many of the
powerful features that ConsignPro has to offer. We have included many of our actual
screens to make this manual more informative and interesting. We will continue to
update this guide as we make changes to the ConsignPro system.

The Guide starts out with the ConsignPro Log-On screen and continues through each of

the major functions within ConsignPro and ends with our POS Connections Guide. We

are confident that by reading this guide you will gain a better understanding of how

ConsignPro works and possibly even discover some features that you were previously
unfamiliar with. Al so, wedve found that if
ConsignPro system, you will learn to use ConsignPro faster.

If you have comments about ConsignPro, or our Guide, please let us know. We are
always working to improve our product and can be reached at either:

sales@consignpro.com
support@consignpro.com

or,

Sales: (888) 721-9767
Support: (305) 535-0959

or,
Visual Horizons Software

PO Box 414846
Miami Beach, FL 33141

Sincerely,

Brian Wilson

ConsignPro Creator
Visual Horizons Software

Visual Horizons Software, LLC
All Rights Reserved, & 2012



NEW!!l Refer a Friend Program!

Webve recently introduced a newasipr oglirtadns
Just tell us about a friend who you think might be interested in using the ConsignPro
system, and, if that friend becomes a ConsignPro user you will receive $25. Have the
customer mention your name when they order and we will automatically mail you a
check! There are no limits on the number of people you can refer.

Friends Name Store Name

Phone Number

Your name Store Name

Visual Horizons Software, PO Box 414846, Miami Beach, FL 33141

Friends Name Store Name

Phone Number

Your nhame Store Name

Visual Horizons Software, PO Box 414846, Miami Beach, FL 33141

Friends Name Store Name

Phone Number

Your nhame Store Name

Visual Horizons Software, PO Box 414846, Miami Beach, FL 33141

Friends Name Store Name

Phone Number

Your name Store Name

Visual Horizons Software, PO Box 414846, Miami Beach, FL 33141

Visual Horizons Software, LLC
All Rights Reserved, & 2012
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ConsignPro Online Features:

Our latest release of ConsignPro has some exciting new features that take advantage of
your stores high-speed Internet connection. Each of these features are presented below,

some are free, some have a small monthly fee.

Online consignor access - $14.95 / month

Using our MyResaleWeb.com online service, your consignors

can log on to their account, lookup their balance, view
account statements, and view a list of their items - all via the
Internet! Cut down on your monthly call volumes and give

your consignors another reason to consign with you!

Sign Up now or Learn More

Your Online Store - $9.95 / month*

QOur latest version of ConsignPro allows you to easily upload
items (w/ pictures) from ConsignPro to your Online Store.
Mow your customers can buy your treasures online! You can
easily link your existing store website to your online store.
We, or your web designer, can even customize the
look-and-feel of your new online store to match your

website!

Don't have a website? No problem. Our team of
professional web designers can build your entire site,

incorporate an online store, and consignor account login

{using MyResaleWeb].

Learn more or view sample store

* Includes 50 items in your online store. Additional plans are

available for higher capacity online stores!

Visual Horizons Software, LLC
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Online features, continued:

Remote Data Entry License - $295.00
(one-time)

Our Remote Data Entry License allows you to enter inventory
into your ConsignPro database from any computer (or device)

connected to the Internet!

This exclusive new feature allows you to add items remotely,
whether at home, at a clients home, within the store, or even
by your consignors at their homes. And the great news is, it
works on all devices. Whether it be a desktop, laptop, iPad,

smart phone, or any other device that can browse the
Internet.

Learn more or Try it yourself {log in with BK100 and
1234567890)

Online Database Backups - $5.95/month

Can you imagine how your business would be effected if you
lost your data? Yet, 31% of PC users have lost all of their files
due to events beyond their control. Lost data can cripple or

even destroy your business.

Mow with ConsignPro, you can backup your database to our

Internet server with just a single click on our Backup screen.
This ensures that your database, and your business, is

protected from an unexpected loss.

Sign Up Now

To learn more about or order any of these online features, visit
http://www.consignpro.com/cponline.php or call (888) 721-9767.

Visual Horizons Software, LLC
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l. Logging On/ Off and Registration

Before using ConsignPro, you must first log on. The log on screen prevents
unauthorized users from using the ConsignPro system.

r -

Logon to ConsignPro
e

@ Flease enter name and password.

Name | j
Password |

K, Cuit |

~

Usethearrow to the right of the fANamed box to sel e
as. Next, type your password in the password b

Note: Youri ni ti al |l og on name is fANewdogommmesasswor d
and passwords can be changed on the Employee screen. For more information on
passwords, see the Employees section of this guide.

Note: ConsignPro has a Atraining modeo. I f you
information that you enter will be saved to the database. This could be useful when training
new employees.

Quit: The Quit button will shut-down the ConsignPro system. As a rule you should exit
ConsignPro udgionguttheoniEx om the Main Menu. Thi s
optionso screen to appear and also activate dai
backups.

Note: The log on screen can be completely bypassed byun-c hec ki ng the AShow L
Scr e e nkboxomtkedCP Settings screen, see the Maintain Store section of this guide.

Ready to register? See next page.

Visual Horizons Software, LLC
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Registering your Copy of ConsignPro

Registratonunl ocks ConsignPro for full use. Al l 0L
mode, when you are ready to unlock your copy, just give us a call.

1. Go to the ConsignPro log on screen and clickonthei Regi st er .NowoO butt o
2. Note your registration number that appears on the small screen.

At this point, you will need to call (305) 535-0959 or e-mail support@consignpro.com for
your ConsignPro registration password. After you enter in the password and click the
register button you will have a fully functioning copy of ConsignPro.

Connecting your new hardware

Please refer to the section in this guide named fiConsignPro POS Connections Guideo
(page 128) for instructions on connecting your new equipment to your computer and
configuring ConsignPro to use it.

Networking ConsignPro

I f youdve purchased a network |Iicense of Consig
instructions web page at: http://www.consignpro.com/network.php

Setting up Online Services

If you purchased our MyResaleWeb.com, Online Store Builder, Database Backup, or
Remote Data Loader services, follow the instructions in the setup email that you received to
turn on those services.

Visual Horizons Software, LLC
All Rights Reserved, & 2012
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Il. Ma i Mie n u

Main Menu for Bargain Boutiue

[+ Exit n =

ConsignPro~

a—

2\, Find Consignor F1 ﬂ Add Consignor F2

% Find Inventory F3 & Add Inventory

e

«) Make Sale F5 -\, Look Up Invoice |3

@ Sign On/Sign Off |k ’_ Employees 8

i
fn '

N v
Q Reports F9 % Maintain Store

r) Quick Returns 5 U__ Wish List F3

EEHEBEB BB

Above you will notice the
all of the screens in the ConsignPro
functions within ConsignPro. All buttons can be either clicked with the mouse or selected
using the function keys shown below.

F1 - Find Consignor: This function will allow you to lookup and/or change existing
consignor account information. Consignor records can be accessed by either consignor
number or by last name. More information on this function can be found in the Find
Consignor section of this guide.

F2 - Add Consignor: This function will allow you to add new consignors to the ConsignPro
database. ConsignPro tracks basic consignor information including the consignor account
balance and related inventory. More information on this function can be found in the Add
Consignor section of this guide.

Visual Horizons Software, LLC
All Rights Reserved, & 2012
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F3 - Find Inventory: This function will allow you to lookup and/or change existing inventory
items. Items are accessed by Item Number. More information on this function can be found
in the Find Inventory section of this guide.

Note: Items relating to a particular consignor can also be found by first looking up the
consignor, and then clicking on the AView I|Items

Note: I f you are | ooki ngheiteommnumaen youtaausetheut dondot h
Al nventory Lookup Reportodo on the Reports screen

F4 - Add Inventory: This function will allow you to add new inventory to the ConsignPro
database. ConsignPro tracks inventory information such as: Type, Description, Size,
Color, Price, and Status. More information on this function can be found in the Add
Inventory section of this guide.

F5 - Make Sale: This feature allows you to sell inventory. The screen can accept either
typed or scanned item numbers. Sale information is then calculated including sales tax,
discounts, or store credits which a customer may use. A printed sales receipt completes
the sale. More information on this function can be found in the Make Sale section of this
guide.

F6 - Lookup Invoice: This feature allows you to lookup and/or void items which were part
of a previous sale. Invoices can be accessed by either the invoice number (if you know it),
or by invoice date using a handy pop-up calendar! More information on this function can be
found in the Lookup Invoice section of this guide.

F7 - Signon / Signoff: This feature allows multiple salespersons to quickly log onto and off
of the ConsignPro system. Sales and other account activity is tracked in ConsignPro by
salesperson. You can also set different permission levels for each employee i1 this is done
on the Employees screen

F8 - Employees: This feature allows you to lookup, change, add, or delete employees to
the ConsignPro database. ConsignPro tracks basic employee information and also accepts
a password for each employee you set up. The functions an employee can perform in
ConsignPro can be limited using this screen. More information on this function can be
found in the Employees section of this guide.

F9 - Reports: This feature allows you to access several pre-defined reports from the
ConsignPro system. Reports include inventory, sales, income statements, markdown,
layaway, payouts, and address, tag, and label printing. Reports can be printed either to the
screen or to any attached printer. More information on this function can be found in the
Reports section of this guide.

F11 - Maintain Store: This feature allows you to enter in basic store information and
information about your sateosplierdtes anggroarkdowwn es i ncl udi
information. Consignor checks, list maintenance, and ConsignPro settings are also

available from this screen. More information on this function can be found in Maintain Store

section of this guide.

Visual Horizons Software, LLC
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Ctrl + F2 - Quick Returns: This feature allows you to quickly change the status of inventory
items from AAvailabled or AStoreodo to either ARe

AfDamaged&xpi Wedocan al so usecomsisgh & Marariet ¢ m. Ar
information on this function can be found in the Quick Returns section of this guide.

Ctrl + F3 - Wish List: Store owners can use the Wish List function to input items that a
customer is looking for. When the item is entered into inventory, the Wish List will report the
match on our Wish List Report. More information on the Wish List can be found in the Wish
List section of this guide.

Ctrl + F1 - Exit: This button will cause you to exit the ConsignPro system and enter into
AShut down Opti ons 0. xitMganashiutdownean tmeafdundanttheo n e
Shutdown section of this guide.

Hint: The File menu also lists all shortcut keys used to access screens off of the main
menu.

Visual Horizons Software, LLC
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File Disk Tools Scheduler QuickBooks Suppliers Internet Help

Above the AMain Menuo you will see a menu of op
keys or additional features. Each of the menu options (File, Disk, Tools, Scheduler,
QuickBooks, Suppliers, Internet, and Help) will be described next.

FileT T h e i F i-nteeugrowdastshortcuts to each of the buttons already found on the

mai n menu. Use fiNewd to add a new consignor, i
a new sale. AOpend retrieves eemspastisaleg, data on
employees, or store information. Other options allow you access to our Reports, Signon, or

Shutdown screens. Again, wusing the buttons fou

these functions.

Diski The A Di-mdnwallosveyiou to either backup your ConsignPro database or
restore a previously backed up copy from disk. Backup Tips and Suggestions can be found
under ABackup Tipso.

Info on Backups

While your database is usually backed-up during Shutdown processing when you exit the

system, you can backup your database file throughout the day 7 at any time i using the

Disk / Backup Database option. To backup your database, simply select the DRIVE letter
youdd |i ke toFkRacRhumantdothenpEDBok bulhé oiMiBacKku

We recommend backing up to a flash drive or memory key. This is the least expensive and

best method for backing up your database file.
ConsignPro. You can also backup your data to the ConsignPro corporate server via your

Internet connection. Contact us for details on this option.

Info on Restore

To restore your database from a disk, use the Disk / fRestore old databaseofunction. This

will move the database file (either consign.bak OR consign.zip) from your flash drive to the

computer. This is especially useful for moving the database from home to work, or vice-

versa. You should not dApracticed doing restores. U
crashed and you need to recover OR if you are working between home and the store.

Note: More information can be found at: www.consignpro.com/backup.php

Toolsi The AToenesmaw saduld ows you to MApmplaywBeleadsi ginor
| nvoificleesloet e ifnPvheynstiocraylo ,I n vidProtsdr yw | @auretdo ,c hecks o,
Accountso, AExporitExpmaritlt caddflesdersMdak @b wok o0,
online |istingso, fiWBiadwiilylogoCai Vi &®lwgauEach ¢ e

function will be described in detail next.

Visual Horizons Software, LLC
All Rights Reserved, & 2012


http://www.consignpro.com/backup.php

A. Apply consignor fees:

-

Adjust account balances

Select Accounts

f* All accounts
7 Al "Acthve" consignor accounts

7 Al accounts with 'Awvailable' consigned iterms

" Account opened after;
" Accounts coded with:

~

Arnount
| * Dehit ()
O Credit (+)

Feason: |CnnsignmentFee.

[ Only apply fee to accounts with a balance.

Adjust Cancel

v Record this transaction on my financial statements.

L

A

15

You can apply either debits (subtract money from consignor accounts) or credits (add
money) to a gr oupuntbyusingths feaguneo Thé sould e pasticularly
handy if you, for example, always charge an annual account maintenance fee to all active
accounts on the first day of the year. Other reasons to globally add to or subtract from
pending on your st

consignor accountbalances al so exi

st

de

This transaction will appear on the Account Activity statement with the reason that is typed

into the AReasono box.

the account, the resulting account balance will be negative.

| f

an

account has

You can elect to debit or credit either a) all accounts, b) active accounts, c) accounts with
consigned items on them, d) accounts opened after a particular date, e) all accounts coded
with a certadded,conrsifglnocomrcsi gnors who use

consignor account lookup service).

Visual Horizons Software, LLC
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Active accounts are those accounts where the f0A
Consignoro screen. The AOpened Datseréenas so appe
does the consignor ACodeo field.

If you wanted to subtract $4.00 from every account you would simply type 4.00 into the
Amount field, click Debit, enter your Reason,and c¢cl i ck the AAdjusto butt
ask you to confirm your choice and then continue to update the accounts you specified.

I f there is a check in the fiRecord this transac
consignor account will appear on the Sales Activity Report and Income Statement as either
store income or as an expense.

I f there is a check in AOnly apply fee to accou
money from consignords accounts wunless they hayv
(ie. the account wondt go negative).

Some store owners choose to charge their consignors for using the MyResaleWeb.com

online website. |l f so, you should check the AU
MyResaleWeb setup screen. Then, you can charge only those consignors by using this

screen.

There is currently no way to setup a recurring consignor charge or fee in ConsignPro. If

youdd | i ke to do this, you must wuse this screen
Note: Once this process has been performed, there is no way to undo it so be

careful!

B. Layaways

Clicking the ALayawayso option under tools pr
to perform functions on existing layaways. These functions will be described next, but

are presented againake $&lisoguide under AM
Note: To initially PUT an item on Layaway you

item number) rather than this screen. This process is described in detail in the Make
Sale portion of this User Guide.

Visual Horizons Software, LLC
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v i Layaway Lookup [ ] |
— Select lookup field below and click Continue
& Cuztorner Name |Buggs Buniny
™ Jtern Mumber I Buggs Burny
Cranl S_trawl:uerr_l,l
& Layaway group number I Fred Flintstane
Mike Myers

" Lapaway deposit date I Mike ‘w'allace
Tom Jones
' Customer phone number I

LConfinue Cloze |

You can lookup and work on an existing layaway by knowing the customer name, item
number, layaway group number, original deposit date, or customer phone number. A
handy list of all the customers who have items on layaway makes using this screen a
snap.

After you have selected the criteria you would like to use (in this case we selected

Buggs Bunny from our |ist of names), click th
make additional deposits,seo wrlihtrattuagaway
Menu.

Clicking the Continue button presents the Layaway Details screen (for Buggs Bunny),
as shown next:

Visual Horizons Software, LLC
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Um Layaway Info for Customer: Buggs Bunny
— Layaway Deposzits
Date [Deposit | Cuistamer |Phore [Group #  [item # |Pay Type [Record ID

B/12/02 $0.35 Buggs Bunny 902-3333 B 10112 Cazh 000000
B/12/02 $3.00 Buggs Bunny EOE-2222 7 10113 Caszh 0000007
BA12/02 $2 560 Buggs Bunny BOB-2222 7 10169 Cazh 0000005
B/12/02 $1.50 Buggs Bunny BOG-2222 7 10214 Cazh 0000004

& Sort by Date " Sort by Group Mo  Sort by Ikem Mumber " Sort by Customer Mame

Total Depositz 4 - $7.36 Totalltems # 4 - $16.50 Amount Remaining  $9.15

Make Deposit Change Deposit Delete Deposit Print Fepart Cloze

Amount remaining includes sales takes

In this example, Buggs Bunny has 4 items on layaway with total selling prices of $16.50.
Four deposits have been received totaling $7.35 leaving an amount remaining of $9.15
(which includes applicable sales taxes). As you can see, ConsignPro details each

individual | ayaway depos cutate secordpfeaciddeposital way s h
amount and the date it was applied. Deposits can be sorted by Date, Group Number,

|l tem Number, or Customer Name by clicking on
parameter.

This screen is also used to change, remove, or make additional layaway deposits.
Each of the buttons on the screen will be described next.

Make Deposit i This button is used to apply additional money to an item (or group of

items) that is on layaway. If you would like to apply money to a single layaway item,

irst click on the 1 tem NumBmlumnyaodtiedclidki ke t o
Make Deposito. |l f you would Ilike to apply m
lick on the Group Nu rigiretne 5% coluntndand thekolickt o wo r k
Make Deposito.

StO oD

When you click the Make Deposit button, the following screen appears. We have
elected to add a $2 cash deposit to item #10113. The additional deposit screen is
shown next.
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Add deposit money to ltem # 10113

— Lavaway |nfarmation

Deposit D ate:; IEH'I /02

Cuztomer M ame: |Euggs Buriny

Phone:  [G0E-2222

Deposit amaount; |$2_EIEI I Cazh j

Lapaway Group: I?
[tern Mumber: |1 0113 Deposit Suggestions I

Update Cancel |

After you enter in the ADeposit amounto and s
button. This will commit the transaction and return you to the deposit detail screen.

Clicking the fDepo swiltbringupa gceeentwithcsuggestions fot t o n
additional deposit amounts. Cancel will return you to the previous screen without

adding deposit money.

Change Depositi The A Change Deposito button dut used t
on an existing | ayaway deposit. You must fir
to change (column 2). Using this button will display a screen (shown above) which will

allow you to change the deposit date, customer name, phone number, deposit amount,

and/or payment type.

Note: When you add a new deposit, or change the money amount on an existing
deposit, ConsignPro will automatically write a new invoice record which will appear on
the end of day Sales Activity Report and Income Statements as either additional
revenue or a refund.

Delete Deposit i This button is used to remove an existing layaway deposit. Before
clicking this button you must select the depo
theAiDeposito (column 2). When you del ete a derg
allows you to tell ConsignPro what to do with the money.

Visual Horizons Software, LLC
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Lawaway Deposzit refund

What would pou like ConzighPro to do with the $2.50 deposit that
iz on this itern?

" Forfeit the money to the store a2 revenue.

" Refund the deposit to the customer. I j

= Credit the customers account, Conzsignar 1D # I

" Distribute the money among other items in thiz layway group.

LConfinue Carnicel |

I n this case, weoOve el eaavdngedorthecstore.oOthereptiotns t he de
include refunding the deposit to the customer (a payment type is required), crediting the

money back to the customer account (if they are also a consignor), or distributing the

deposit among other items on the group (if there are other items on the group).

Select what youdbéd I|Iike to do with the deposit
button to process the transaction. Click the
want to remove the deposit from the system.

Print Reporti1 Thi s button will create a ALayaway Rep!

appear on the deposit details screen. This report will only print your report printer and
not to the screen.

Close 1 The Close button returns you to the Layaway selection window.
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C. Delete Invoices

The Delete Invoices window is used to completely remove a sale from the database.

This screen should NOT be used for typical cu
l nvoiced screen should be used as it reverses
account. More i nf ormati on on customer returns can b
this guide.

To remove a single invoice completely you can enter in the invoice number and click
AProcess Deleteo. This will remove the invoi
occurred. If you want to remove ALL invoices from the database (there is seldom a

reason where this makes sense) call us at 305.535.0959 and we can provide the

password. Webve password protected this beca
registered user of ConsignPro may call for this password.

m. Invoice Delete |

Thiz zereen will allow you to completely remove invoices
from the ConsignPro database file - a if the zale newver
occured. You can delete a single invoice or all zales.

%' Remove one invoice, enter number |1325
" Femove all invoices, enter password I

Call uz at [305] 535-0959 for pazswaord.

Cancel Proceszs Delete |
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D. Delete Inventory

This function can be used to remove really old items from the system. The screen is
below and will be described next.

,
’»‘ Delete inventory 2

WARNING: Deleted items will be permanently remowed from the databasefile |

Use the options below to selectively DELETE old irventary from wour CansighPro
database file. “ou may wish to backup vour database before deleting irventary
because this process cannot be undonell Click 'Count Records' first, then you can
delete the items.

DELETE inventory where:

[tern Status is:

[ Available [term was receirved hefore

~ Sold Ol
AND | tem expired before

[ Returned

OR
| Donated ltem number range | T |
[ Expired
[ Any Status Count Becards ‘ ‘ Cancel ‘

To use this screen, first sel edeteartddbthenysut at us

must select the second criteria to the right (one of the three). Both the left side of the
screen and the right side must be true or the item will not be deleted.

After you have selected the items, click the Count Records button. This will count the

number of items that meet your fdAcriteriaco.

the Delete Inventory button can be clicked. If not, you can revise your criteria and
Count Records again.

Note: This function can NOT be undone so delete carefully. Also, we have features on
the Shutdown screen( Re mov e f r o m thhtawill eeinavesodd &ems from the
database file automatically. Most store owners do not find it necessary to use this
screen.
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E. Physical Inventory

Clicking nivRemytsoircyalColunt o wi | | present the foll

-

Physical Inventory

You can use this screen to take a physical inventory of all the items in wyour
shop. YWhen vou're done. you can run a report of missing inventory. To begin,
start scanning the barcodes of items inyour shop. You can start and stop this
process as often as you'd like, the system will keep track of where vou left off.
To begin a new physical inventory, click "Reset Run".

[term Mumber: Eind ltern

Beset Run
Erint kdis=ing
Fun date: 410/2012
To beginthis run, start scanning barcodes. Llose

L

You can use this screen to find items that are missing (lost, stolen, etc). To do this, you
must scan the barcode or type in the item number for each item in your shop. When

completed, youcanclickt he APr i nt Mi ssi argportdimidssingppn t o di sp
inventory.

You can start and stop this process as often as you needto. Oncey oudr e sati sfi e
the run, nothing needs to be done until you need to run physical inventory again. At that
point, click Reset Run and you can begin scanning items into the new run.

Note: Some store owners choose to run physical inventory once a year and provide the
resulting report to their insurance company to make up for inventory lost due to theft.
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F. Post Cleared Checks

Clicking APost cleared checkso presents the f

(@ Check Clearing |

— Enter Check number below

Thiz zoreen iz uzed to tell CongsignPro which consignor
checks have been paid and returned by vaur bank
ConzignPro will show this on the Account Activity soreen
and related reparts.

Check number: |1 207
Posting date: |1 0413400

Process Check Cloze |

The ACheck Clearingo screen is used, in conju
system which consignor checks have been paid by your bank. To post a cleared check,

simply enter the check number from your bank
button. ConsignPro will then update the consignors account activity record and record

the date that the check cleared. Thi s dat e wi | | appear in the dl
AAccount Activityo screen for the consignor w

Note: While this process is completely optional, some store owners like a record of
which checks were paid by their bank and the date they were paid. This often helps
when a customer claims they never received their check. The store owner can then
cheerfully reply, ANot only were you paid, bu

Visual Horizons Software, LLC
All Rights Reserved, & 2012



25

G. Validate accounts:

:"E‘Evalidate COnsignor accounts
Ciount |Eu:unsignu:ur |Last N armne |Balanu:e |.ﬁ.|:ti~.fities |Difference -
I Gates $130.76 $120.31 $6395 |
2 an Abresch [$3.00) £0.00 [$3.00)

3 44 Johnzon $1.80 $4.80 [$3.00)
4 45 Benrett [$3.00) £0.00 [$3.00)
5 a7 Ford [$0.60) $2.40 [$3.00)
G 45 Buckmaster [$3.00) $0.00 [$3.00)
7 B2 S quillante $3.80 $6.50 ($3.000

The accountz shown above are out of balance with the
azsociated account activity recards by the amount shawm.
Prezs 'Fix Accounts’ to create a balance adjuztment and
cormect thezse accounts. Thiz process can not be reversed! Cloze

Fix Accounts

The AValciodattes cad unct i on athelcansignor gcoount kialancecoo mp ar e
the AFind Consignor 0 stheatcensignoraag@unhnastivity redords. t ot al s
The two should always be in balance but can be out-of-balance due to employees changing

ac onsi dgaance dut not writing an account activity record OR deleting an account

activity record without adjusting the balance.

This screen that appears will show only the accounts that are out-of-balance. Clicking the

AFi x Accountso button wil!/ put the accounts 1|is
activity ABalance Adjustmento record to each <co
When complete, the consignor account balance will now equal the sum of all account

activity records i as it should. You cantestthisbyre-r unni ng fAVali date accou
Tools menu and verifying that no accounts appear in the listing.

Note: Before you click Fix Accounts, you should review the accounts that are out of
balance and determine what the correct balance should be. ConsignPro assumes it is the
Account Balance on the Find Consignor screen. If this is not the case, you should call us to
adjust individual consignor accounts.
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H. Export E-mail addresses

This function allows you to export both customer and consignor email addresses to two text
files (ecustomr.txt and econsign.txt). Customer e-mail addresses are exported to
C:\Program Files (x86)\ConsignPro\ecustomr.txt. Consignor e-mail addresses are exported
to C:\Program Files (x86)\ConsignPro\econsign.txt. Every time this feature is run, it will
replace those files with newer files.

Some store owners choose to use these files and import the addresses into a email
marketing program such as www.ConstantContact.com (or similar).

You can al so us+enathe alht eomat gh ofinBildiredtlipyfromt i on t o
ConsignPro. This featur el ntse rdreestca i fbeerdu noorr et huen dr
pages.

|. Export consignor data

This feature is useful for exportingyourc o ns i ghnraareésss and addres-ses to
del i mitedo f i |-leouskforasailimgl Whem yoa usethis féature,

ConsignPro will create a file (C:\Program Files\ConsignPro\consignr.csv) that you can

then either attach to an e-mail note or put onto a disk / flash drive / etc to give to the

mail house company.

J. Undo Markdowns

This feature was added t o Co paiodgnarRdovens cowdbé hat 0 a
reversed. Using this feature will undo all time-period markdowns and return all available

inventory to their fAoriginal priceso. The systel
messages because this cannot be reversed if performed!

To turn off time-period markdowns completely, go to the Maintain Store screen, Store
Terms page and make all 6 markdown / split boxes zero. Also, remove the check from the
AMar kdown I nventoryo checkbox on the Shutdown s
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K. Check online listings

ConsignPro can now upload items to your own online store by subscribing to our Online
Store Builder service. This feature, starting at $9.95 / month can feature the items you
choose in an online store with your store name, address and contact information on it.
For more information on this feature, visit: www.consignpro.com/onlstore.php

The check online |istings tool will wvalidate
if they are ready to be uploaded. This tool is mostly used in conjunction with our
Support team to help you solve a problem you may be having with your online store.

L. Balance Cash Drawer

The following screen appears when you select this menu option:

r@l Cash Drawer Open / Clnse:m ( A b 4 ﬁ
* Open the drawer v Usze this feature
Enter bill counts below (" Cloge out the drawer
100°s 50's 20's 10's s

| b 0o | 5 | 10| B

1's Quarters Dimes Nickels Pennies

20 24 | 20 | 20 | 100
Open Drawer
Opening Amount: $265.00 | Sheri -l Print # Cantinue

This screen is available when the electronic cash drawer is connected to the Star

receipt printer. It allows you, each morning, to enter in the bills and coins in the cash

drawer when you fAopeno your day and when you
will print on the Star receipt printer. This makes it simple to balance your drawer at the

beginning and end of each day.

you choose not to use this f remove
0t

| f eatur e,
wo n appear until that box is checked again.
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M. Customer Rewards

Customer rewards (aka fcustomer loyalty program@ can be setup on the Maintain Store screen,

under Store Terms, usingtheA Cust o mer Rewardso button. Once tha
customers will automatically accrue rewards as they shop in your store. If you ever need to

adjust the reward for any customer, the screen below can be used to do so.

-

Maintain Reward Totals 2

Use this screen to update a customer's reward total,

Aakguanakhann, Dionne =

Abadie, Vicki Feward Total
Abbott, Carolyn
Abbott, Dermwood
Abbott, Donna
Abbott, Jackie
Abbott, Linda
Ahercrombie, Mary
Ahercrombie, Mancy
Aberl, Christy Close
Abernathy. Jean

Abernathy, Nancy

Abernathy, Walarie

Abernethy, Edwin

Abney, Carolyn -

Update Total

L™ A

To change a reward total, simply click on the customer, the reward will appear, change it, and
click the AUpdate Totald button.

N. View activity log

A speci al Al og filed was ad daptdre gossibl&Cempleygeg n Pr o i n
theft from store owners. The log file captures the following questionable transactions:

1 An employee rings up a sale but cancels the sale rather than completing it i perhaps
putting the AAmount Dueothecashdramerhei r pocket r at
T An employee del etes an fAaccount activityo recc
This could be an attempt to remove history froc
1 Anemployee changesac o n s i gaccount dadance but does not instruct ConsignPro
to write an account activity record to record the reason for the balance change.
1 An employee deletes an inventory item from the system.
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Note: Using the Employee screen you can set the permission level for each employee that
you add to the system. Permission levels can be used to limit the types of transactions that
an employee can perform within ConsignPro 1 thereby limiting the amount of devious or
destructive transactions that can be performed. More information on this is under
Employees in this User Guide.

O. View usage log

The usage file tracks the employees that log in and out of the system throughout the
day with the time and employee name. It also includes a record of anytime the system
is started or shut down. You can turn off this logging on the CustomizeCP screen,
under the Store Settings tab.
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P. Scheduler

Clicking this button brings up our appointment scheduler.

%% Appointment Scheduler =

Schedule consignor appointments.

Add | Delete | Change

%=1 [ April 2012 | | Employee: | -
1. Click a date on the
calendarto the right. Activity |

3. Enter an Activity and 15 16 17 18 19 20 2

SELNE EUET. 22 23 24 25 26 27 28 Duration: 4]
4. Selectan employee 25 30 minutes

and click Add Appt.

2. Click atime on the 1 2 3 4 8§ § 7
arid below. 8 9 10 @1z 13 14 | Stattime:
i

[ Show schedule when CaonsignPro starts.

ﬂluckouttimes| MNext free date |

Wednesday. Apnl 11
00 |15 |:30 45

3:00 Ak
9:00 A
10:00 A
11:00 Ak
12 MOOM
1:00 P
2:00 PM
3:00 P
4:00 P
5:00 P
6:00 Fhd

7:00 P
- .___________________________________________________________________________________________________________|

This tool is designed to schedule consignor appointments but can be used for just about
anything 1 including scheduling employees or other appointments you may have during the
day.

To add a new appointment, first click on the date on the calendar. Then click on the grid

to select the start ti me. Next, typmthensett he @A
the Duration box. When done, click the Add Appt button. If the appointment is being

assigned to an employee, you can select the Employee from the drop down list.

To delete an appointment, first click the date on the calendar that has the appointment
youdd |i ke to delete. Next, click on the actiwv
button.

To change an appointment you must delete the wrong appointment and then add it back
correctly.
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You can also block out times when you will not accept appointments (i.e. shop is closed,

lunch break, etc). To block outtimes,c | i ck @ABl ock out ti meso. Then
not available by clicking the blocks in the grid below. Then click Save Changes. Times you

block out apply to ALL days i as of this printing, you cannot set different block-out times on

individual days.

The ANext free dateo button can be tmeand to find
bring you to that date/time automatically.

The AShow schedul e when ConsignPro startso chec
display the schedule when you start ConsignPro in the morning.

The appointment schedule can also be printed on the Reports screen under the Other
Reports tab. More information is given in the Reports section of this guide.

QuickBooksi Thi s feature all ows you t o fTeexegsalsa 0 sal e
a feature to export your consignor check data to QuickBooks. More information on the
QuickBooks export feature is found in the QuickBooks section of this guide.

Suppliers T This is simply a quick link to the phone numbers of the suppliers we have setup

special deals with for our shop owners. We encourage you to use these suppliers as you

can save money by doing so. Pl ease | et them kn
call to be included in our group rates.

Internet T This option allows you to visit several of our helpful web pages, send us an e-
mail note, send e-mail to all of your consignors, specific consignors, or your customers. All
of these options rely on a broadband (cable or DSL) Internet connection. If you do not have
one, these feat ur emuchwbyobdo, kéepreguinggy ou very

When you click any of thee-mai | options, you will be directed
Of ficedo screen. This screen wil/| be fully desc
guide because it can also be accessed from that screen. In short, you can send e-mail to

all of your consignors or customers using this option T once it is configured correctly.

Help i The Help sub menu provides information about registering ConsignPro, view
release notes, POS hardware options that will work with the system, credit card
processing, your license agreement,andt he obl i gatory HAAbouto scre
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i nd Consignor

Finding and adding a consignor both use the same screen in ConsignPro but you access
the screen using two buttons; one for add, one for find. Because both functions use the
same screen, we will present both here together.

32

Find consignor

€

Consignor T

Inventory

Consignor 1D |22 Phaone # Opened Date  |2/27/2012 Print Cantract |
LastName [MARTIN | Fri | ActviyDate [3/30/2012 et BTGy |
Infarmation

First Name |SARA Code Home |(602) 708-7613 [ “Wants iterns returned
Last Name |[MARTIMN :iAdNE Work [ 1 - Split Percent ﬁ %
E-tdail |CARD_PRINCESS?@HOTMAIL.COM
Address |B663-2 CENTRAL DR
| Birth bonth T Account Activity |
Feceived Rpt |
City. State. Zip |FTHOOD ™% 76544

Comments (Hide) [(SetAler)

>

Send E-mail Maote |

Account Balance | |$9.10 1

Pickup Dates | |3/30/2012

Menu ‘ MNext Search ‘ Payout Balance

Delete Consignor Yiew ltems

Total Sales: $21.50

Above you will notice a sample consignor screen. Take a moment to review the type of
information maintained on this screen.

A. Finding an Existing Consignor

1) Ei t

2) Start typing in the Last Name lookup box. ConsignPro will automatically narrow down

her enter the consi

gnor

number i n t

h e

your search with each key that you press, until you find the name you are looking for, or,

3) Type in either ofthec o n s i gomonerndnsbers (home or work) and, with any of these
choices click the Find button or hit Enter.

As you can see, ConsignPro returns basic consignor information from the database. Most
fields can be changed. Bold fields are required and cannot be left blank. Also,
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ConsignPro wil/l automatically capinieanibeach® t he us
b e c o mMiani Beachdo wh e n vy wofuhe City beld'y f f

Next we will provide a brief description of each field and button on the consignor screen and
how it is used in ConsignPro.

1. Consignor Fields

Lookup Fields

Consignor ID - Used in conjunction withthe A Fi ndo key to | ookup a cons:c

LastName-Used i n conjunction with the AFindo key t
Phone#-Used i n conjunction with the AFindo key to
Other Fields

Opened Date - Date the consignor was first added to the ConsignPro system. This date is
set by the system and cannot be changed.

Activity Date 7 Date the last activity on this consignors account occurred. Examples
include: an item was added, an item was sold, a payout was done, etc.

First Name-Consi gnor 0 sreduiredst name. (
LastName-Consi gnor 0 sredquaeslt name. (
Address - Consignor6 s h o me aedjuired s s . (

City, State, Zip-Consi gnor 6 s h o me-digitrzig cpde. Assconantaessnot and 5
required after City or a period after state abbreviation. When adding a consignor, this
information defaults to the information on the Maintain Store screen but can be easily

changed. (required)

Home Phone & Work Phone-Consi gnor 6s plhoptoea) number s. (

Email address i Consignors e-mail address.

Codei’ You c an fansighcae @nd then pestrict check printing to just that group of

consignor s. For exampl e, if you fAcoded a consi
just those consignors with the code of HAABCDO.
applying consignorf ees via the ATooptlosad menu opti on. (

Active - Checked if the account is active. ConsignPro will only print address labels for
active consignor accounts only.
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Use MRW i If you subscribe to our online consignor lookup service, you can select which
consignors can use the service. Some store owners choose to charge for the service,
others simply allow all consignors to access their accounts online. More info can be found
at www.consignpro.com/mrwinfo.php

Wants items returned 1 Checked if the consignor wants his or her items back at the end of

the consignment period. This consignor option
on the AAdd I nventoryo screen and the printing
labels. The default forthisbox i s can be set on the fAMaintain §
Termso tab. The checkbox reads fAReturn consign

Split Percent. - The default split percentage for the consignor. This field automatically

defaults to 100% minus the store percentage, but can be changed to any split percentage.

When an item is added for this consignor, the consignor percent for the item is defaulted to

the Split Percent. The store domed perRament age i s
Terms tab.

E-mail i The consignors email address.

Birth Month i The month the consignor was born. You can print mailing labels for
consignors born in July (for example) so that you can send out birthday cards!

AccountBalance-The consi gnor 6s. Taicfieldis pratectdd dut cam ke e
manually changed by clicking the fiAccount Bal an
ConsignPro will automatically credit this balance during sales and debit it during account

pay outs, check printing, or if a portion of the balance is used to pay for a sale.

|l f you click the AAccount Bal soreeeappeawrsitt on, t he

Adjust Conzignor Balance |

= Enter the new Account Balance, OF

¥ Enter the adjustment amount

Adjuzstment Amount |$2,5EI ;

¥ wiite an account activity recard

ehit [-]
edit [+]

o 1o

Reason: |Balance Adjustrment,

¥ Fecord thiz ransaction on Anancial reports.

Confinue | Cancel

On this screen, you can elect to either type in the NEW consignor balance (which would
replace the old account balance) OR enter in the adjustment amount (as a debit or a credit).
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I n our exampl e, webve chos amelhy®82.5D witedae acsoantt he co
activity record to record this transaction, and record this transaction on our financial
statements.

Note: You should always write an activity record to record changes to a consignors
account balance as this will keep the Activity window in balance with the Account Balance
on the Find Consignor screen. The Reason that you include will appear on consignor
statements!

Note: | f you change a consignorods balance, you are
moneytoaconsignor. Thi s woul d typically result in either
or Al osingd money (as the obligation has change

type of transaction on financial statements by placing a check in that box i as we have
done in our example, however the choice is yours.

Clicking the AContinueo button will adjust the
window without adjusting the balance.

Pickup Date i This field contains the pickup date (or dates) of consigned items that are still

Available in the system. You can use the drop-down list to see all the dates. Click the

APi ckup Dateo button to refresh the dates as <c¢h
be accurate. The date is maintained by the system and cannot be changed.

Comments-Thi s field is usfedr m®d teemXtert haanty yWiduéd | i ke
(ex. ADo not accept checkso). This field has s
items which wil/l be di €Cawmens edcian BAddhiddendboon
by <c¢ 1 i c Hided g b uibtieisac#in deter nosy consignors from seeing less than

complimentary notes on their account!

Set Alert T This can be clicked to set an alert to pop-up anytime thisc o n s i gaccount@ss
accessed. It is a simple reminder than can then be removed or kept for the next lookup on
this account.

2. Consignor Buttons

Find - Used to find a consignor and return his/her information to the screen. Either a

consignor 1D, last name, or phone number must be entered before this button is available.

Account Activity - Used to bring up a screen showing consignor account activity. This
screen can also be printed to serve as a report. Below is a sample screen showing account
activity.

Visual Horizons Software, LLC
All Rights Reserved, & 2012



36

3l Account Activity For Diane Diner

Date |Time |Desu:ri|:|ti|:|n |.-’-'-.m|:|unt |Balanu:e |Item # |Salespersnn -
10/14/98 4222 P [tem sald $1.60 $15.10 536 Joan
10/18/98 50537 P [tem sald $2.56 $17.66 48 Unknown
10/19/98 5:14:35 Pk [tem sald $1.92 $19.58 46 Unknown
10/21/98 12:54:07 P [tem sald $1.28 $20.86 531 Jessica
10/21/98 12:54:07 P [tem sald $1.60 $22 46 541 Jessica
10/23/98 B:51:43 Pk [tem sald $1.92 $24.38 1829 Joan
2/12/99 44304 PM  Check Payout - #0000062 [$24.38) $0.00 IJ ko
2/12/33 45521 PM_ Balance Adustment $22.00 $22.00 T nknown] &

Double-click on item numbers fior dezcription. : .

o o o Erint Actisvity Cloze
Double-click "D escription’ column far longer description.
Dauble-click “Amaount' column far transaction Breakdaw. [T Include Sale Prices

As you will notice, this screenshowsallact i vity that has adcduscted t h
balance. The transactionamountis i n t he AAmount o column and the
shown in the ABalanced col umn. An item number
result of a sale or return.

Double-clicking on the item number will give you a quick description of the item that was
sold or returned.

Double-clicking the Amount on any sale transaction will give you a more complete
breakdown of how the amount was calculated by ConsignPro.

Doubleccl i cking the fAcheck numbero will allow you t

Storeownersshould pay special attention to any fABal ance
were changes keyed to the balance field by a salesperson and not by ConsignPro. The

ABal ance Adj ust m&epbrtsRaeerowilltshow youmall balarce adjustments

made on the system after any date that you choose. More information on this report can be

found in Reports.

The APri nbtutAcotni wiitlylo print account activity to vy
and an Aend d a toprigt omdysaccouht activitysbetween certain dates.

The Al nclude Sale Priceso checkbox wil!/l i nclude
report when printed. Some store owners want to show consignors what an item sold for,
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others choose to only show the consignor what their split amount was for the item.
ConsignPro gives you the flexibility to do either.

AClosed returns you to the consignor screen.

Print Contract - Clicking this button will print a consignor contract to your printer. Contract
wording must be typed into a special box on the
on contract wording can be found in Maintain Store.

Item Summary i This button is a snapshot of the consignor item totals grouped by item

status. I't gives a breakdown on fMmAxpilazhkloed, N
AMoved tan8tdtegawayo items. For tmoonsgnoket ai | ed
items, click the AView |Itemso button on this sc

Received Report - This button will print out any items added for the current consignor. This

report serves as a printed inventory receipt for consignors after logging in new items

through the Add Inventory screen. The system will ask for the date the items were added,

the current date is the default. If no items are found for that date, the system will ask if

youdd | i ke tobf pReoei pt@aDrapher OfedafofdheRecei ved
Dropoff Receipt usually is given to the consignor, the other half with the items dropped off.

ConsignPro will prompt you for the number of <co
Menu - Returns you to the ConsignPro main menu.

Next Search - This button resets the screen and allows you to lookup a different consignor
account.

Payout Balance - This button is used to pay out all, or a portion of, a consignors account

balance and makes an entry on the activity screen. The payout window (shown next)

all ows you to tell the system how much money to
Thrudo date and t latethescypredt gaynoutvamaount ascofthatcdate.

The Payout Balance button can be used for cash pay outs and printing individual consignor
checks. More information on printing batches of checks can be found on the Store screen
and is discussed in Maintain Store.

Note: To print an individual consignor check, <clic
the screen that is shown below. This option is not available if you are printing 3 checks per
page, as it would waste checks. This screen is shown next.

Note: A speci al APayout Reporto can also be printe
generally signed by the consignor to indicate that they have received the payout. To print
this report, click the #APrint IPaoyuo uhta vRee pao r3tdd roenc

printer attached to the computer, ConsignPro will print the payout receipt on that printer, if
not; it will print on a full-page.
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Conszignor Balance Payout |

Account Balance $24 .00

Payout Amount  [$24 .00

ar

Fayout thru Date

...............................................

R it Papout Renork Reprint Report
" Cazh Payout
i+ Check Payout Process Papout
Check Mumber [12345
Cancel
™| Eiitib comsiarien chesh Sl
To use this screen, either enterthecorre ct A Payout Amounto OR type in
Dateo and press the Tab key. The system will t

date. If you are printing a check, enter in the check number and the system will record it.

Il n t his exampntepayow théentee $24Hbalanee using a handwritten check,
number 12345 and print a Payout Report to record this transaction on paper.

The AReprint Report 0 -pointthepayout reparoforbny coosgmeod t o r e
payouts done on the same day. This might be necessary in the event of a printer jam or
malfunction.

After you have completed entering the payout amount and necessary options, click the
AProcess Payouto button to process the transact
consignor , click the fACancel 0 button.

If you routinely enter in a Payout Thru date that is, for example, 7 days ago, you can set this

once on the Customi zeCP screen. The box on tha
of ____ days agoo. |d enter hip that bor anghtheedate opthis ¢ o u

screen will fill automatically and the balance will be re-calculated automatically.

Delete Consignor - This button will remove the consignor and all related inventory and

account activity from the ConsignPro database. This button is only shown if the employee

that is |l ogged on has the fADelete consignorso o
AEmpl oyeeso section.

View Items - This button will display all inventory items associated with the current
consignor . AiPrevi ous?o, ANext o, and fALiI st Vi ewo
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belonging to that consignor. The inventory screen will be discussed in more detail in the
Find Inventory section of this guide.

Left & Right Arrows i You can scroll through consignor records by clicking either the right or
left arrow buttons. Clicking the right button will find the next consignor id number, clicking
the left will find the previous consignor id number.

Calculator icon i The calculator button on the lower left corner of the screen will activate
your Windows calculator. You can use the calculator to manually calculate an adjustment
to a consignors account balance before you type in the new amount.

Lock icon i In the top right corner of the screen you will notice a key/lock. Store owners
can use this to prevent non-owners or managers from looking up that consignor account.
This can be useful if you have a family or owner account that accumulates money that you
may not want some employees to see.

Send E-mail Note i If the consignor has an e-mail address, you can click this button to send
the consignor an e-mail note directly from ConsignPro. This new screen is discussed next.

Below is the ConsignPro Post Office screen.

' N
ConsignPro Post Office L—'S__"hJ

Enter information below and click Send kMail

E-rmail Termplates

To:  |suppont@consignpro.cam

Create a New Template ‘

From: |rummagesale@yahuo.com 2

Subject: |CDnsignF’rD question

Qutgoing Mail -

server (SMTP) |smtp.myma|lhost.u:om Port: |25 ?
Authenticate? W UserName |myemai|@emai|.com Pasoword [ ?
Message

This is my test note to ConsignPrd

Send kail Close [/ Cancel

5

This screen is used to send e-mail to your consignors. Before you use this screen you need
to enter the following fields:
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To: Filled in automatically with the consignors e-mail address.

From: Your complete e-mail address.

Subject: E-mail subject.

Outgoing Mail server / Port number: Contact your Internet Service Provider to find out
your outgoing mail server name and port number. Ask your ISP if their outgoing mail server

requires authentication. If so, check the Authentication box and type in your user name
(usually the part to the left of the @ sign in your e-mail address) and your e-mail password.

E-Mail templates: We have created 6 templates that you see on the screen. Creating
a template of your own is fairly easy.

1. Open Notepad on your computer (usually Start / Programs / Accessories /

Notepad).
2. Type your e-mail message into Notepad.
3.Click the fAiX0 to close the window, when pr
4. The save window appears. From the ALook |

Disk (C) drive. Open the Program Files folder by double-clicking. Open the
ConsignPro folder by double-clicking. Type in a name to save the file with (ex.
ANelcome new consignorg fHappy Birthdayq etc) i what you type in will be what
you see for a template name in ConsignPro so be descriptive.

5. Repeat the above steps for each template vy
and re-open the e-mail window, your templates should appear. You can have a
total of 9 templates.

To edit an existing template, simply click the template radio button and then click the
AEdit templateodo button. ConsignPro will open
your changes, 1t06s that simple.

To delete a template, use the My Computer icon to find the template in the C:\Program
Files\ConsignPro folder. Right click on it and select Delete.

Using e-mail templates

Once a user-defined template is created, you simply select the radio button next to it.
ConsignPro will paste the message into the e-mail for you automatically.

We have created four system templates for you. You access them using the four buttons
on in the template window. These will pre-fill the e-mail note with inventory or account
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activity information automatically! You can edit the note before sending it but there is no
way to edit the actual template i they are hard-coded within ConsignPro.

Sending e-mail to a consignor

Once you have entered the required fields and have a good e-mail note, simply click the

Send Mail button. The sending will take
you get any other message, check to be sure you mail server, port number, authentication
(if required by your ISP), and e-ma i | i Fr osrare allzarect. e s

Sending e-mail to all your customers / consignors

Using the Internet option (above the Main Menu) you can create an e-mail note to be sent to
all of your consignor or customers. We suggest sending a test e-mail to a single consignor
before tackling a group send i this will ensure that your settings are perfect.

ConsignPro will send the e-mails individually so that no consignor will see any other
consignors e-mail address. This process could take a considerable amount of time
depending on the speed of your ISP mail server and the number of e-mail addresses you
have on file. We suggest doing this from the SERVER computer (if you have more than
one computer) at the end of the business day.
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V. Adding a new Consignor

When adding a new consignor, the consignor screen appears blank but prompts you with
the next available consignor number. Consignor numbers can be manually changed but
must contain only numbers and must be unique.

After entering all of the required fields (those withboldheadi ngs), <c¢lick on the
Recordo button outtlhhe. iAdhel iAol t emso button
for the new consignor without returning first to the Main Menu.

ConsignPro will prevent you from adding duplicate consignors to the system by searching
for the consignor 0s n &hbast Nante @efd. Ijyaconsigher withthé f of t h
same name is found, the system will warn you before continuing.

Note: The fASave Recordo and AAdd I temso buttons on
screen are completed and you Tab off of the Zip Code field.

Note: A consignor must be added before any items can be entered for that consignor.
Instructions for adding inventory items can be found in Add Inventory.
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V.. Einding or Adding I nventory

Like finding and adding consignors, these inventory topics are presented together because
both functions share similar screens.

Find inventory

Consignor T Inventory

Agdph.:.tc.| 5ddNDtes| Sell Online

Irventary for JENMIFER DOMINGUEZ

Item Number Consignor Split Pct
[1000 \_' a 50%

[v Fietum bo congignor
Received Department Description Price
32172012 Infant Clathing | [Faded Glary Skir - $2.99
End Date Color Size Lowest Price
|4/20/2012 |Purple | W Texitem 16M - s0o0
Feduced Tag Calor Original [termn Charge
| |Lime i $1.00 $0.00

W Frintitam tag ™ Newver reduce

Status Date Sale Price Inwoice

|Available  v|  |[Owner 0411012 [s0.00 | 4||>

Delete tem ‘ Erint Tag ‘ bdenu ‘ Mewt Search |

Above you will notice a sample inventory screen. Take a second to review the types of
inventory information that ConsignPro maintains. Each will be described next, in detail.

A. Finding items

1) Enter the item number in the Altem Numbero
returned from the ConsignPro database. In our example, we looked up item number
1000whi ch i s an foAtheadathbasb.l e 0 it em

Next we will provide a description of each field and button and how it is used (if applicable).
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1. Find Inventory Fields

Iltem Number-Used i n conjunction with the AFindo key t
ConsignPro automatically assigns item numbers when you use the Add Inventory button on

the Main Menu. Each item number in the system must be unique i that is, there cannot be

twoitems numbered fA50 on your database. Our sugge
number your inventory items for you and let the system keep track of who owns what. Two

reports are available (Received Report and Inventory Lookup Report) to show what items a

consignor owns.

Consignor Number - This field displays the consignor number or last name of the consignor
who owns or owned the item that is displayed. The consignor name also appears on the
Aframed surrounding the inventory information.

Note: When adding new inventory you can either type in the consignor id, if you know it, or

start typing the consignorés | ast name. A name
selection with each letter you press. When you have found the entry, either hit Enter or

double-click the correct name.

Return to Consignor - This check box can be checked to show that the consignor wants the
item returned if it is not sold. This field will automatically set to the setting on the consignor
screen called AWants items returnedo. For
had the fAWants items returnedod check box
Consignoro checkbox wil |l be c¢heckedchetkedor h
checked for any item you add. The word n
where this check box is checked.

O X
=~ X o
= 0] 3

e
e

h
S
e

c -

c
i
Ret
Split Pct - The percentage of the sale that the consignor will receive when this item is sold.

This field automatica | | 'y def aul t s fieldon theliFiad CorGignertscrelerc Mére
information on the Cust Pct field can be found in the Find Consignor section of this guide.

Received - The date the item was originally logged into the ConsignPro database. This field
is defaulted to the current date but can be changed. If you are using automatic markdowns,
this date is used to determine how Aol do an ite

Special Feature Note: All dates in ConsignPro can be entered without the slashes. For
example, if you key in 050101 (must be six digits), ConsignPro will automatically insert
slashes for you when you press Tab to leave the date field.

End Date 1 This is the date that the consignment period for this item ends. This is

automatically set to the items fAReceived Dateo
iMai ntain Storeo screen. I f you choamlye, Consig
Aimoveo items to the AStoreo account or automat.
Both of these options must be setup on the ACuUs

these automatic processed can be found in ConsignPro Settings.
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Type - The type of inventoryi t em di spl ayed (ex. Menbds CI
etc.) This drop-down list can be changed from the Store screen using List Maintenance.
This list can be optional and/or keyed directly to i see List Maintenance.

The AHoO

|l do button next o Type can be wuse
ti me. Thi '

t
s is useful if you tend to use

Description - The description of inventory item displayed (ex. Shirt, Pants, Table, Book, etc.)
This drop-down list can be changed from the Maintain Store screen using List Maintenance.
This list can be optional and/or keyed directly to i see List Maintenance.

Color - The color of inventory item displayed (ex. Red, Blue, Black, etc.) The drop-down list
contents can be changed from the Store screen using List Maintenance. This list can also
be keyed to directly using the keyboard and can be optional i see List Maintenance.

Size - The size of inventory item displayed (ex. Small, 40 Regular, 10, etc.) The list
contents can be changed from the Store screen using List Maintenance. This list can also
be keyed to directly using the keyboard. This list can be optional i see List Maintenance.

Reduced - The date that the item was last marked down by ConsignPro. ConsignPro marks
down items using the markdown rules that you establish on the Maintain Store screen.
Automatic markdowns are optional. See the Store screen for more information.

Price - The price that you are asking for the item. This field is required. This is also the
price that appears on the inventory label or tag. More information on printing inventory
labels and tags is found under the Reports or Store section of this guide.

Lowest Price - The minimum acceptable price the consignor will accept for the item. This
price should be less than or equal to the Rack Price. ConsignPro prompts you during a sale
if youdve changed the sale price to one |

The ALowest Priceo field is al s aticmakelavnas
processing. If an item should never be marked down, make the Lowest Price equal to the
Price.

Checkbox next to Lowest Pricei Use t his checkbox to set a
A wholesale price should only be seti f y o u 6 r e profg madé dniamitgm viti the
consignor. Example: A consignor brings you in an antique lamp and says | bought this

l amp for $50 and I 6m willing to split wit
$50 | palfd you sSe¢to.the rack price at $75
$50, you and the consignor will split the $25 profit made when the lamp sells. How the
profit ($25) is split depends on what t the

ot hi

d

t o

one

eSS

a

h

mi

for

optionji t was added specifically for stores that

Original Price 7 If the price of an item ever changes, this field will display the price the item

was originally entered as. An i utoeatié markdowmn c e

options setup on the Maintain Store screen.
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Reducedi The date the item was | ast marked down by
period markdowns on the Maintain Store screen.

Tag Color - You can assign a Tag Color as you add inventory items. Items can be

automatically reduced when sold by tag color. You can assign markdown rules for each tag

color on the Maintain Store screen by clicking
added orchangedbyusing t he AMaintain Listso button, al so
This list can also be optional i see List Maintenance.

APrint | tem iTThigaeckbbxeateknitnes«fatag will be printed for the item
when you print tags on the Reports page. If unchecked, no tag will be printed.

Item Charge - Per-item-charges can be assigned to any inventory item. A per-item-charge
is a fee that the consignor pays to the store when an item is sold. Examples of per-item-
charges are cleaning, repairs or other consignment fees. This fee is automatically deducted
from the consignor split when an item is sold.

Note: Some store owners wish to add money to the tag price when tickets are printing.

Thisis called a Abuyers feeo and does not affect t
it em. Many confuse buyersodo fees with filtem Cha
buyersdéo fees can be found on the Maintain Store

Buyers Feei A b u y efee@an be automatically added to an items price when a tag or
| abel i's printed. The buyer pays the buyerds f
with the consignor nor does it ever appear on any consignor report or statement.

Status - This drop-down list shows the current status of the displayed item. This field
determines what actions (sales, markdowns, changes, etc.) can be performed on an

A

inventory item. Statusd ar e:

1. Available - The item can be sold.
Donated - This item was donated and cannot be sold or changed. (final)
Returned - The item was returned to the consignor and cannot be sold or changed.
(final)
Sold - The item was previously sold using ConsignPro and cannot be changed. (final)
Remove Item - This status can be used to delete items from the ConsignPro database.

6. Vendor - This status is used for any item that you can sell multiple items using the same
item number. Example: You buy a box of candy bars from a vendor and only log in one
candy bar for 65 cents as AVendoro item #2035.
you wish during one or multiple sales. The status does not change to 'sold' but remains
AVvendor o.

7. Layaway - Indicates that an item is on layaway for a customer. To put an item on
| ayaway, sell the item using an ALO before t he
More information on this is found in the Make Sale section of this guide.
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8. Store - This status is used for items that the store owns. Example: You buy a table at a
garage sale for $25 and | ®hgPricdyouassigais$4di St or e 0 |
and t heCdHisSttaooreef $25 i s entered into the AStore
correctly accounts for this sale on both sales and income statement reports.

8. Expired - This status can be used to prevent an item that belongs to a consignor from
being sold at the end of a consignment period. Expired items must be moved back to
ifAvail ableo before they can be sol d.

9. Missing - This status can be used to identify items that cannot be found in the store.
Items in missing status can still be sold and you can always run an Inventory Report on
all AMi ssingo items.

10. Storage 1 The item has been placed in storage to be sold at a later time.

11. Auction T This status will be set automatically when you add an item and click the
Auction Item radio button. You can enter in an auction id for items in this status.

12.Damagedi | f an item is damaged and candét be sol d,
consignor know why it was not sold.

Note: Mor e i nformation on t hd Augdamnod ol i &y awapo d$Htvae
areprovidedi n t he AAdd I nventoryo section of this gu

Note: Fi nal <shoul hotike 6hanged back to any other status (rarely makes sense to
do so). In an event where you must change the final status, the status can be overridden by
pressing the F10 key when on the Find Inventory screen. This unlocks the status and
allows it to be changed.

Sales Associate - The salesperson who either added the item to the system, sold the item
usi ng t he fedflaeka ch&ged theéstafus to a permanent one (returned,
donated, sold, expired).

ConsignPro puts fASystemo into this el d
[ L

fi h e
More i nformation on returns is in the @ |

i f ot
ookup
Date - The date that the item was sold or changed to a permanent status. This field cannot

be keyed to.

Sale Price - The gross amount received for the item (not including tax) during a sale. This
field cannot be keyed to.

Invoice No. - The invoice that the sold item appears on. You can lookup invoices on the
ALookup I nvoicedo screen, see Lookupganionbeoi ce f or
keyed to.

Taxable? Checkbox i If unchecked, the item will not be taxed when you sell it. If checked,
it will follow the tax rules you setup on the Maintain Store screen.

Never reduce i If you never wish the item to markdown, check this box.
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2. Find Inventory Buttons

Find-Used i n conjuncti on ealdtorbtrievelaeinvéntoty gem froduthmb er 0
database.

Find Name 1 Used during Add Inventory to display a list of all consignors on the system.
You can also start typing the last name of the consignor in the Consignor ID box and the list
will narrow your selection with each letter that you press until the correct consignor is found.

Add Notes / Show Notes i Clicking this button will open a text window where you can type

in unlimited notes about an item. If notes about an item are present when you lookup an

item, this button will say AShow Noteso rather
any reports or tags or labels but some store owners use them for a variety of reasons.

Delete Item - Use this button to delete the current inventory item. This button is only
avail able for items that are either AAvail
thing as selecting ARemove I temo from the

ot
wnoT
—_ —
o D
- o

Print Tag - Use the Print Tag button to automatically reprint an inventory tag for this item.
This button will only be visible if you are pri
It will not be visible if you are printing sheet-fed style labels or tags.

Menu - Used to return to the ConsignPro main menu. If changes have been made to an
item, ConsignPro prompts you to determine if vyo

Next Search - Used to reset the screen and lookup another inventory item.
Make Unprinted - Used to reset the print indicator used during inventory tag printing. If

reset, the inventory tag wil/l p kboxmstusedfgréagor wh e n
label printing.
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VIL. Addi ng new inventory items

Below is a sample of the Add Inventory screen. You will notice this screens looks like the
Find Inventory screen with only a few exceptions that are noted below.

Add inventory

Consignor T Inventory

Prewv ltem: Body Spray ftem Mumber. 1 Add Phato | Add Notes | Sell Online

Inventary for Jessica Acuna
* Consighed " Auction

ltem Number - Stors owned " Buy Outright Consignor Split Pct
4446 ® Yenelar fem N Find Name 40%
[ Return to consignar
Received Type Description Price
04710712 Misc tems ~| Hold |Bubble Bath = $3.9
End Date Color Size Lowest Price
0510712 None  ~| W Taxitem 170z - $000 T
Reduced Tag Colar Original ltem Charge
| |Purp|e j $0.00
¥ Print item tag B MNewver el
Status Date Sale Price Imvoice
|availsble <] | | 1$0.00 |
Repeat tem | Menu | ‘ Add Another |

W Same Consignhor

When adding a new inventory item, the inventory screen appears blank but prompts you

with the next available item number. Item numbers can be manually changed but must

contain only numbers and must be unique. (i.e. therecannotbe t wo it ems number e
on the database.)

Note: We strongly recommend that you allow ConsignPro to number your inventory for
you. Simply put, there is no reason not to. ConsignPro automatically tracks who owns
each item and how many items a consignor owns. Several reports can be printed showing
the item listing for a consignor.

After verifying the correct item number, select whether this is a consigned, store owned, or
vendor item. More information on this selection can be found in the next section of this
guide Entderifmg special inventory items, Vendor
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Next tab to the fAConsignor Numbero field and en
are adding. You can al o1tloakspea candigaor mufmbenbg Na me 0 b
name

Next, click-on or type in the remainder of required fields (those with bold tags), and click on
the AAdd Anot her o, iMenuo, or the fARepeat 1| temo

A. Add Inventory Buttons

Add Another - This button will save the current item and reset the inventory fields. If the
ifSame Consignoro checkbox is checked, the consi
checkbox, and split percentages are left intact on the screen.

Menu - Used to return to the ConsignPro main menu. ConsignPro will automatically save
the new record if all of the bold fields are complete.

Repeat Item - Saves the current record and repeats all of the information for the current
item with a new item number. An item can be repeated as many times as necessary. After
pressing the Repeat button six times, a special box will appear and allow you to enter the
total number of items you are adding.

Note: Inventory tags or labels are normally not printed from this screen. They are printed
from the Reports screen. More information on printing tags or labels can be found in
Reports.

Note: The contents of the 1 nventthoe yi Sitlarse s 0s ccraene rb el
Maintenance. Lists can also be made optional. More information on List Maintenance can
be found in the List Maintenance section of this guide.

Note: The ASame Consignoro checkbox can hmesfochecked
the same consignor. This box will allow you nottore-ent er t he consignor numl

to Consignoro checkbox, split percentage, or ta
Hint: I f you add a new consignor you can add items
bycicking the AAdd I temso button in the | ower rig
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B. Entering inventory items, Consigned, Store, Vendor, Auction, & Buy-Outright

There are several ways to classify inventory in ConsignPro and each way has its own
unique ways of being handled by the system. Each classification (consigned, store, vendor,
auction, and buy-outright) is described next.

Store Owned Item: An item owned outright by the store. The owner enters the actual cost
of the item (into the Store Cost field) and Price. ConsignPro uses both sale price and item
cost in the accounting and reporting. The split percentage for store owned items should be
set to zero. Before entering a store owned item, add the store as a consignor and put the

word AStoredo in the comments field on the consi
Vendor ltem: An i tem which youdd |ike to enter into st
example mightbeiSni ckers candy barso or ADuracell bat't

prevents you from having to log in each candy bar or battery so that it can be sold.

I nstead, a ACounto field allows you to enter in
This field is required. ConsignPro will automatically decrease this count by one each time a
vendor item is sold.

Note: You can specify the cost of a Vendor item in two ways. Either enter in a split

percentage that represents the cost of the item as a fraction of the price of the item, OR,

check the box next to Lowest Price. The box wi
in the cost as a dollar amount.

Note: If your vendor item has a barcode already on it from the manufacturer, you can tell

ConsignPro to use that barcode by going to our CustomizeCP screen and checking the

APrompt for UPC barcode on vendor itemsodo check
the system will prompt you to scan the existing barcode and assign that to the item. You ca

then use that barcode on the Make Sale screen. This can only be accessed thru the ADD

screen, not the Find screen.

Auction Item: Use this type of item if you plan to sell the item on the Internet. The system

will give you a box at ttihcen bloDd owh eorfe tyhceu scca e eenr
auction number i if you have one. ConsignPro does not currently interact with any auction

websites but we may in a future release. You can lookup or sell an item using either the

auction id or the item number.

To log a Store Owned, Auction, Vendor, or Buy-Outright item:

1. Click on the appropriate fAradio buttono next t

2. Notice that the status correctly indicates that the item is a store, auction, or vendor item.
Buyioutright items wil/ remain as an fiAvail abl e:

3. Enter in a valid consignor number.
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Important: For Storeitems,the contents of the consignors fAcom
consignor must be i St o Yoa should establish a consignor record for the store and a

consignor record for each vendor before adding store or vendor inventory items.

ConsignPro will prompt you if this is incorrect.

4. Enter in the remaining required (bold) fields
or ARepeat | temo.

5. Forvendor i tems, enter in the fACounto of items

Note: When entering in a AStoreo item, the ALowe

to AStore Costo. Enter the cost of the item

Buy-Outright Item: Use this radio button to record the purchase of an item from a
customer. When you make this selection, the system will:

f Automatically calcul ate the purchase price
enter. The profit margin is set by you on the CustomizeCP screen, under Store
Settings. Conversely, if you enter in the price you want to pay for the item (into
the Store Cost box), the system will calculate the selling price.

1 Automatically deposit the money into the consignor (customers) account. You
can then either keep the money on the account so that it can be used against
future purchase (as in a Atradeod situation
balance as cash/check to the customer.

To turn buy-outright on, go to the CustomizeCP screen, Store Settings tab, and check
A Aowbuy-out ri ghto and set the margin youbéd I|ike
outright.

To print a listing of those items you just bought from a customer, return to the Find
Consignor screen, |l ookup the consignohe, and c
system will print a listing (with prices) of items you just purchased.

To pay the consignor for these items, use the
Consignor screen. You can pay as either cash or check.
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VII. Sel ling orl théPmsti ngo
Use the ASales Entryodo screen to sell items thro
Entryo screen by clicking AiMake Saleo from the
Sales Entry
Sales Entry
Reduce By State State
Item Mumber  Item Description Colar Amount Fill D cvary Tax Pct. Tax?
| 59222 |The Plantation Shop |Girlz |$7.99 [ % J[eo0 % W
| 53223 |Orient Expressed |Gils |$7.93 l_ %% BOOD % |
| 59224 |The Plantatian Shap |Girls |$7.93 [ % |eoo0 % W
| 53225 |SantikiKids |Girls [$9.93 [ % |eoo0 % W
[ [ ] | [ [ % oo % I
| | [ | [ % [oom % I
| | | [ [ % Joom % T
| | | I | % oo % T
| ‘ v Tay thiz zale
Ejgﬁ e | ‘ Finigh Sale
Fage: 1 of 1 M= MNew ltem, L= Lapaway. B=Cuantity. R=Remove [v Record zale on sales reports.
Above you will notice a sample make sale or sales entry screen. Each row represents a
single sale item. Each screen holds eight items. Previous and Next Page buttons allow you
to enter up to 80 items per sale.
A. Selling items using ConsignPro
1) Enter the item number in the fAltem Number o fie
item is returned from the ConsignPro database and displayed on the sales line. Or,
2) Using a scanning device, scan the barcodewhi | e t he blinking cursor
Number o field. The item description and pri ce

automatically position itself at the next field so the next item number can be scanned.

3) For layaway items, a special message box will appear for the salesperson to confirm
that the item is being sold to the correct customer. The deposit amount accepted for the
|l ayaway item will then appear in the ADiIi scount
di scussed below)Part @ABo (
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4) Use the fAPrev Page donsfar@nterindlie mdre tHam8jitents. These
buttons become available after entering your sixth item.

5  When done entering items, click on the AFinist
appearsandisdiscus sed i n Part @faOo.

Note: You can enter up to 80 items per sale (10 pages). After 80, you must finish the sale
and begin a new one.

Note: I f you wish to sell several Avendor o items
number box and press Tab. The system will prompt you for the vendor item number and

the quantity youo a calculdtesuttheprice eorréctly. 't will the
Note: To save a sale so that you can complete it
button. The system will prompt you for a name for the sale so that you can recall it at a later

ti me. To recall a saved sale, click the ARecal

when saved sale files exist on your computer.

Note: To remove an item from a sale, simply type a
AfRoemove it. The Iine wil!/l remain on the scree
B. Selling items not on the database
All items that you sell may not have been entered into inventory on the ConsignPro
database yet. If this is the case, do the following:
1) On the CustomizeCP screen, wunder Store Setting
database: 0 checkbox. You only need to do thi s
2) Enterino into the fAltem Numbero field. ConsignP
available item number.
3) Press AiTabo or AENtero.
4) ConsignPro brings up a window asking you for a consignor id number or last name.
You can either enter the number or begin typing in the last name and a list of consignors
will appear. Select the correct person who owns the item.
5) You can optionally enter a Description of the item being sold. Then click Find.
6) ConsignPro will return you to the Sales Entry screen with the cursor in the Amount field.
You can enter the amount of the item and then continue with the sale.
Note: If you require a more detailed description of the item you can go to the Maintain
Stor e, Customi zeCP screen, Store Selitemsnotgrs t ab.
databaseo. This same process will then | ink yo

can collect more data on the item being sold i this way is much slower that the above but
does capture more information.
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ReduceBy: The AReduce Byo field is used to mark dowl
percentage (ex. 10%). To remove the discount simply change the percentage to O (zero)

and tab off of the field. Price will return to the original price. Reducing the price of an item

(or items) on the Make Sale screen will reduce the amount paid to the consignor as well as

the amount the store received (the discount is shared equally).

Note: Discounts taken on the Make sale screen are shared between the consignor and the

store. Discounts taken on the Amount Due screen (Discount box), areonl y Af el t o by t
store. There are good reasons a store owner may wish to discount on either screen, or on

both screen.

Note: If the entire saleistobe reduced by a percentage, you may
the AAmount Dueo screen i n t hlathidleasethéstaotee sect i o
bears the entire amount of the discount. To share discounting with the consignor, do the

discounting on the Make Sale screen instead.

Note: | f the price of any item is reduced bel ow th
Inventory screen, the price appears in red and a warning message appears. ConsignPro
does, however, allow the item to be sold at the reduced price.

State Tax Pct: This field is used to set the tax rate for the item and is automatically
defaulted to the rate set on the Maintain Store screen. This new field was necessary
because some states require certain items to be taxed at different rates than other items.

State Tax?: Consi gnPro will tax individual items i f t
ltems Over o amount on the Store screen. Mor e i
presented in i Matiani n <Rd¢tienrofahis guide. Youcanun-c heck any of the AT
check boxes at anytime, or tax items which Cons

Tax this Sale?: This checkbox is checked by default. This box is also checked if any item
on the screen is subject to state tax. If the check is removed, the entire sale is untaxed.

Calculator icon T The calculator button on the lower left corner of the screen will activate
your Windows calculator. You can use the calculator to manually calculate an adjustment
to a consignors account balance before you type in the new amount. For this button to
wor k, the dAcal c. ex\Wiadowsifolder i whiclsitusubllgis.i n your

Record sale on sales reports i This check box can be used, only by the store owner, to
not record the sale on any reports. This could be useful if you are selling an item to yourself
or an employee. The consignor will still get paid their amount but the sale will not appear
anywhere else. Consult your local taxing authority on tax laws governing your state before
using this feature.

C. Using the Layaway Feature

Layaways with the ConsignPro system are simple if you read the following section.
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1. Putting an item on layaway.

To put an item on layaway for a customer, do the following:

1. Click AMake Saleo and type an ALO foll owed by
| ayaway (ex. L1234) in the item number box.
then prompt you to enter the Customers name and phone number. Press OK after you
enter the name.

2. Note that ConsignPro automatically calculates the amount of deposit required by using
the items APriceo and the AlLayaway Pct. o on t
this deposit amount!

3. Whenyoucli ck the AFinish Saleo button, ConsignPro

deposito for all the items that daposisfoon | ayawa

layaway items calculate to $8.50 and the customer wants to put down a $10 deposit,
thisbecomes t he fAgroup deposito amount you woul d
automatically divide that amount among the items being put on layaway. If you are

satisfied with deposits that ConsignPro has calculated on the Make Sale screen, click

ANoO t o t h esitdoestion df ndd elipkoyes and enter in the total dollar amount.

4. Ifyoulookupt he i tem using Find Inventory, youdll n c
AfLayawayo and the correct customer name and de
amount can be easily changed by returning to t
L ay away s oonfthe toof thedvlain Menu. Layaway maintenance functions are
described in full in the beginning of this gui

Note: To put an item on | ayaway the item must be

AVendor o item.

2. Adding money to an existing layaway item.

After an item is in layaway status, you can remove the deposit, change the deposit, or
accept additional deposits by using the Layaways function found under Tools on the top of
the Main Menu. This function is described fully in the beginning of this guide under
ALayawayso.

3. Selling an Item on layaway

Once an item in on layaway, it can be sold like any other item. To sell an item on
| ayaway and coll ect the remai ndeen Selitbe simply
item by using the item number, as you would any other item. ConsignPro will correctly
credit the deposits already received on the
Depositso.
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Note: Consignor balances are not updated until the item is finally sold. No layaway
deposit amounts are ever applied to consignor accounts.

Note: ConsignPro does not tax layaway deposits. The item is fully taxed only when it
is finally sold.
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IX. Amount Due Screen

The Amount Due screen is displayed with sale total information when you click on the
AFinish Saled button on the fiSales Entryo scree

’
Amount Due

Sale Totals. 4 itemis) on this sale.

Salezperson
Gross Due $33.96 How did pou
hear about uz? J
Discount $5.00 Percent Sale Date: |04/13/10
Sales Tax $] 74 Firzt Payrent Type Arnonks
| Credit x| [s30.70
Net Due $30.70 Secand Payment Type
| x| |s0.00
Credits/Deposits |$0.00
Use Account Credi | Process Gift Card | Procesz Credit Card
Amount Due |$3ﬂ_?ﬂ
[v Frint Sales Receipt [ Prnt Gift Receipt
Complete Sale | Cancel Sale Get Cust |nfo Back to Entry
Above you wil/ notice the AAmMmount Dued screen.

screen and how they are used.

A. Amount Due Fields

Salesperson: This box can be used to set the salesperson who is receiving credit for the

sale if salespeople are being paid by commission. This field is optional. Sales names can

be added to the list by adding employees using the Employees button on the Main Menu. A

inSales by Salespersono report on the Reports pa
by salesperson. You can make this entry required using a checkbox on the CustomizeCP

screen.

How did you hear about us? This list is set on the Maintain Lists screen and can be used to
track how customers heard about your shop using the entries you put into the list. You can
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then run an AAdvertising Reporto on the Other R
where your best use of advertising money is. You can make this entry required using a
checkbox on the CustomizeCP screen.

Sale Date: The date the sale is being made. This field defaults to current date but can be
changed if you are posting a sale from a previous date.

Gross Due: The gross amount of all items included in the sale. Discounts applied on the
ifMake SaleoO screen are r eapnotkeyithiséeth. i n t hi s tot a

Discount: The discount field is any discount applied to the entire sale. This field can either
be keyed directly to (ex. $5.00) or calculated as a percentage of the sale by using the
Percent box to the right.

Note: Discounts taken on the Pmount Dueoscreen are not shared with the consignor and

the consignor is paid their full split percent. If you need to share a discount with the

consignor, take the discount on the Make Sale s
screen.

Sales Tax: The amount of sales tax calculated for this sale. For additional information on
how ConsignPro calcul ates sales tax please refe
cannot key to this field.

Net Due: The net amount due. Gross less discounts and sales taxes.

Account Credit: Customers may also be consignors at your store with account balances.

The account credit field allows consignors to use all or a portion of their account balance to

pay for a purchase. To use an account <credit,
You will see the following screen appear:
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Consignor Lookup

Enter consignor and description

Consignor D |2 OR.

Last Mame |Cazarez

Eind Cancel

]

You can now enter in either the consignorods 1D
will then prompt you with the following screen (if the consignor is found on the database!):

-

Use Account Credit for: BERAN

Account Balance is | $13.00

Payout Amount |$1 0.00

Frocess Fayout

Cancel

L

ConsignPro will allow you to either use the entire balance (default) or allow you to key in

any portion of that balance. After deciding the correct amount, click Process Payout.
ConsignPro returns the amount to the ACredit [/
iAAmount Duoardingly.i el d ac
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Note: If a consignor account has a zero balance or one not sufficient to cover the sale
amount,youcanuse a | arger amount . When the sale 1is
account balance will appear as a negative amount.

Amount Due: The amount that the customer owes you for this purchase.
Payment Types: A drop-down list of the payments that your store accepts. You select what

appears in this I|list in AList Maintenanceo on t
maintenance can be found in the List Maintenance section of this guide.

Note: | f fiCasho is selected, two new boxes appear
the amount of cash received (in the Paid box). Pressing Tab, ConsignPro then calculates

the amount due back to the customer (in the Due box). This is completely optional and this

information is not stored in ConsignPro i it simply helps you make change.

Note: As you see, ConsignPro can allow two different payment types for a single sale if the
customer wishes to split the payment between, say, cash and check. If so, you can select
the second payment type and the dollar amount, after you press tab, ConsignPro
automatically recalculates the other Amount for you.

Print Sales Receipt: This checkbox is checked by default and causes a receipt to be printed
to the printer connected to your system. If no printer is connected, this box is unchecked
and protected.

Print Gift Receipt: This will print a receipt without prices, in addition to the sales receipt.

B. Amount Due Buttons

Complete Sale: This button finalizes the sale, updates the database, prints a receipt, and
returns you to the ConsignPro Main Menu. If you used the Paid / Change boxes, the
change due is also displayed in the lower right corner of the Menu until you begin your next
transaction.

Cancel Sale: Cancels the current sale and returns you to the Main Menu.

Get Cust Info: Presents a screen used to collect customer information (name, address, zip
code, etc) This information can be used to print customer mailing labels or a Customer
Reportfr om t he AReportso screen. An example of thi
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e

Customer Info

{Customer Info: T Purchases

Last Vizit: 532010, Visits: 1. $ Spent: $34.00

Beset
Firgt Hame: |Lauwra [uge for lookups)
Last Hame: |.-’-'-.I:|ner [uze for lookupsz)

Addiess: PO Bow 45

City, ST.Zip: [Indianapolis I [46244

Email Address: |mymail@vhsnftware.cnm

Fhone Mo:  |555-305-3939 Tax|D:
Birth Month; | January *| ¥ Include info on receipt.

Comments
Ann nates pau'd like about thiz custamer go here. r
Eind Delete MHext Add Done
B 976

h

After keying in name and address information, clickon t he @A Doneothebutton to
customer to the mailing database and continue with the sale. If you know the customer is

already on the database, you can enter in the first OR last name and click Find to look them

up. E-mail address, Phone No, Tax ID, Birth Month and Comments are optional fields.

Youodl | note that at the top of the screen you h
customer has shopped with you and how much they have spent.

I f you check the Al nclusde® miame#Bnad addrass wiltappeargnt s 0 t he
your 30 printed receipt. I f you are not wusing

A second tab at the top of this screen can be used to look at the customers purchase
history with your shop.

This screen is used in conjunction with the Customer Rewards screen to track customer
purchase and reward them with a preset discount when they hit a certain purchase level or
visit count. You can setup Customer Rewards under Maintain Store, Store Terms. That
screen is described in the Maintain Store section of this guide.
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If you are using customer loyalty cards, you can type in, scan in, or swipe in the card
number into the box at the top of the screen. If the customer is a new one, the card number
will be assigned to the customer. If the customer already has a card, you can enter the card
number in the box and click Find to bring the customer up quickly.

I f youdéd |Ii ke to require this screen on every s
nf o on s al es peCPsureen,tswre Settisgs tabmi

Note: If you try to enter the same customer more than once, ConsignPro will warn you
when you tab off of the Name field. This will prevent duplicate mailing labels from being
produced.

Hint: You can also accessthecusto mer entry screen from AFil e [/
Mai n Menu. This allows you to add customer inf
Sal ed p Bakedassissnot tracked using this method.

Hint: To lookup an existing customer quickly, enter only the first OR last name and click
the AFindo button. The system will return a |
and allow you to select the customer you would like.

Backto Entry:Ret urns you to the fASal edis&menmwyZzeroscr een.
out any discount applied to the ADiscounto fiel
fields should be entered again upon returning to this screen.

Process Credit Card: Clicking this button will bring up a special screen which allows you to
either enter (or swipe) a credit card using ConsignPro. More information is shown next.

Process Gift Card: This button is used to both sell and redeem gift cards or gift certificates.
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Gift Cards

First, Select Option B elow

|5&0

To SELL a new gift card, first swipe the card, then enter the gift amount below,

i+ Sell new card or add maoney to existing $100.00

To REDEEM a qift card : swipe card, click Loakup Card, verify amaount below.
" Redeem Gift Card Amount On Card

Amount To Use |

Continue Cancel |

To sell or redeem a gift card/cert, begin by swiping, scanning, or typing in the card
number into the box at the

Redeem), and lastly enter in the amount to sell it for or the amount to redeem. When
finished, click Continue and they amount will transfer back to the Amount Due screen.

top of the
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ConsignPr-@handeXcredi't card software

ConsignPro (when combined with X-Charge™ software) can use your high-speed Internet

connection to easily process credit card transactions directly from ConsignPro. No longer

do you need a credit card terminal or special credit card receipt printer. Al so, since we?®o:
negotiated a ConsignPro group discount with Accelerate Payment Solutions, ConsignPro

users receive great merchant rates for swiped credit card transactions!

To get started with credit card processing with ConsignPro, call X-Charge for a FREE rate
comparison at 888-413-9545. Identify yourself as a Visual Horizons Software customer for
our special group rate.

The screen below shows the credit card processing screen used by ConsignPro. This
screen is described next in detail.

| = ¥-Charge 7.0 —

I Eile Transaction

|

I Clear

Credit Card - Purchase

Arnaunt a0.70

Credit Card # |51 43115151510518

Expiration (MY (0503
* ZIF Code 3339 -

* fddress |

“owivez |

* Receipt # ICPRO

* Clerk ID |Sheri ]

E [F12] Process

|| Customer Address - *Optional

L% = |

In the above example we used the MagTek credit card swipe reader (sold by us) to swipe a
MasterCard. Credit card information should automatically appear on the screen.
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Once the credit card number is completeFlReither
Processo button to begin the authorization proc
transaction to X-Charge software (must be installed and configured properly -1 see below),

the transaction will be attempted using your Internet connection and ConsignPro will return

an Approved or Declined message.

When you complete the sale, ConsignPro will print both a sales receipt and a credit card
receipt (for the customer t o sign) wusing your Star receipt p
receipt printer is required to use credit card processing from within ConsignPro.

System Requirements:

ConsignPro Version 8.0 (or later).

X-Charge software by Accelerated Payment Solutions.

A high speed Internet connection (DSL / Cable)

A credit-card swipe reader (optional, but suggested).

A Star TSP600 receipt printer.

A signed merchant agreement with CAM Commerce Solutions.

= =4 =4 -4 -4 4

How to get started:

1 Contact Accelerated Payment Solutions at 888-413-9545. They will ask you to provide
your last merchant card processing statement to determine the best rates they can
provide. Identify yourself as a Visual Horizons Software customer to be included with
our group rates.
1 After reviewing and accepting their offer, sign a merchant agreement with Accelerated
Payment Solutions.
Install Version 8.0 (or later) of ConsignPro.
Call X-Charge support to configure X-Charge at 800.338.6614
Go to the Maintain Store, CustomizeCP screen. Click the Store Settings tab at the top.
Put a check ma«Ckharget ceedUsecHdrd systemoO checl

= =4 =4

Note: More information about ConsignPro and X-Charge can be found at
www.consignpro.com/ccard.php
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X. Looking up avmmildnwaioceessi ng

The finvoice Lookuposcreen is used to lookup or re-print sales invoices (receipts) for
anything that was sold using ConsignPro. This screen is also used for customer returns
(i.e. to void either an entire sale or individual items from a sale).

Invoice Lockup

Search Fields

Invoice # ’7 Sale Date W Lookup ‘ Calendar
Irvvoice Number Date lterns Salespeson Arnaount Twpe
view | [44 rseotz 1 |Owner 1$1.95 Cash

view | [4s [Eem2 4 |Owner 1$9.74 |Credit Card
view | [48 I (Owner |$37.27 Cash
view | [47 aemz |2 |Owner |$2.17 Cash
view | |48 aemz 1 |Owner 1$10.62 Cash

ez | |
v | |
iz | |
iz | |

[T | |

Above is a sample of the fALooKkupmpsetithewCalendae 0 scr ee
button to lookup all invoices for 4/3/2102.

A. Looking up an Invoice

To lookup an invoice you can either enter in the invoice number, if known, or the date the
invoice was originally produced (ex. sale date). A handy calendar button is used to quickly
access and select a date off of a calendar.

After youdve found tthoe rienwioeiw,e ctlhiactk yoonu twhies hii Vi €
of the invoice entry. If an invoice date returns several invoices (which it probably will), you

can use the APrev Paged and fANext Pageodo buttons
salesperson to further refine your selection.

After finding the correct invoice and clicking
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-

Invoice Review

Inwoice Details

oid? |Item |Item Mo Type Description |Pri|:e |Detai| D -
1 1 “Waornens Clothing Denim Jeans $7.00 1
2 7 Shoes Hanging Shoe Organizer $3.00 2
3 16 Infant Clothing Heart Breaker Onsie $2.50 3
4 24 Infant Accessor  Double Stroller $h0.00 4
b 30 Household Cereal Dispenser $3.00 5
A A bdimm B bl w1 NN [y

Click woid column to woid individual items.
Gross Amaount; $76.00

Imvoice: |1 Sale by [Mew
| Sales Tax 1627 4
Date: [2f29/2012 ST

Digcount Amt:

Custarmet;
| et Due:; $82.27 —
Account Credit; $0.00 =
Erint Invoice | Refund To:
il %8227 =
& CashBefund Arnount Paid:
“oid [tems |

" Credit Card

Close | " Credit Consignor Account # {or last name)

b

This screen shows the invoice in more detail. You will notice a breakdown of all the items
that are part of the invoice as well as a breakdown of the Amount Paid for the sale. If more
than four items are on the invoice, an elevator bar allows you to scroll through the item list
in the invoice details grid.

B. Voiding an entire sale

If you are voiding the entire sale, simplycl i ck on the AVoid |Itemso butt
prompt you and ask i f youdbéd Iike to continue wi
items to AAvail abl emgsigrortaecbuntdbalaacesof tikaffectdd t h e

consignor accounts.

C. Voiding individual items

I f you are voiding an individual item, simply <c
next to the item that you wish to void The bo
or as many items (rows) as youod6d I|ike.

Clicking AVoid Itemso wil!/l remove the selected
inventoryas fAAvailabled and debit the consignor acco

Visual Horizons Software, LLC
All Rights Reserved, & 2012



69

Terms: If the payment terms were incorrect during the posting process, you can change
them here and they will be saved when you close this screen.

Customer: The customer who purchased the items.

Credit Consignor Account #: If the customer making the return is also a consignor on the

system, ConsignPro can automatically credit tha
the return. To use this feature use the fACredi
type in the consignor number or start typing in their last name to select the consignor from a

i st. Do this before using the fAVoid Itemso bu

customer when using this option or the customer would be paid twice!

Print Invoice: This button simply reprints the customer invoice and returns to the invoice
lookup screen. This button is disabled if a printer is not connected to your computer.

Close: Returns you to the invoice lookup screen.
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Xl. Lookup onrgedApdldoyees

The Employees screen is used to maintain employee information including password and
employee permissions.

The above is a sample of the Employees screen. You will notice basic employee
information and other fields and buttons. Some of these fields are explained further the rest
are self-explanatory. The bold fields are required, the rest are not.

First Name: The employee first name which also appears in the drop-down list during the
sign on/sign off process.

Password: The password that this employee uses to sign onto ConsignPro. The password
must be between five and eight characters.
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