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Welcome 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.  Also, weôve found that if you read this guide, while using the 
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 
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NEW!!!  Refer a Friend Program! 

Weôve recently introduced a new program that will allow you to earn cash.  Itôs simple.  
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 name __________________________ 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 
 
Friends Name _________________  Store Name _________________ 
 
Phone Number ________________ 
 
Your name __________________________ Store Name ____________________ 
 
 

Visual Horizons Software, PO Box 414846, Miami Beach, FL 33141 
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ConsignPro Online Features: 
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Online features, continued: 
 

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

http://www.consignpro.com/cponline.php
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I. 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.  
 

 
 

 
Use the arrow to the right of the ñNameò box to select the user that you would like to log on 
as.  Next, type your password in the password box and click on ñOKò. 
 
Note:  Your initial log on name is ñNewò and password is ñconsignò.  Log on names 
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 ñtraining modeò.  If you login with a password of ñtrain1ò, no 
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 using the ñExitò button from the Main Menu.  This will cause the ñshutdown 
optionsò screen to appear and also activate daily maintenance processes such as database 
backups. 
 
Note:  The log on screen can be completely bypassed by un-checking the ñShow Login 
Screenò checkbox on the CP Settings screen, see the Maintain Store section of this guide. 

 
 
Ready to register? See next page. 
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Registering your Copy of ConsignPro 
 
Registration unlocks ConsignPro for full use.  All our software is shipped in ñdemoò 
mode, when you are ready to unlock your copy, just give us a call. 
 

1.  Go to the ConsignPro log on screen and click on the ñRegister Nowò button. 

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 ñConsignPro POS Connections Guideò 
(page 128) for instructions on connecting your new equipment to your computer and 
configuring ConsignPro to use it. 

 
 

Networking ConsignPro 
 
If youôve purchased a network license of ConsignPro, please visit our networking 
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. 

mailto:support@vhsoftware.com
http://www.consignpro.com/network.php


11 

Visual Horizons Software, LLC 

All Rights Reserved, â 2012 

II. Main Menu 

 
 

 
 
 

Above you will notice the ConsignPro ñMain Menuò.  The main menu is the starting point for 

all of the screens in the ConsignPro system.  Letôs take a second and review the major 
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. 
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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 ñView Itemsò button on the consignor screen. 
 
Note:  If you are looking for an item but donôt have the item number, you can use the 
ñInventory Lookup Reportò 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 ï 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 storeôs policies including: tax rate, split rate, and markdown 
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. 
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Ctrl + F2 - Quick Returns: This feature allows you to quickly change the status of inventory 
items from ñAvailableò or ñStoreò to either ñReturnedò, ñDonatedò, ñStoreò, òMissingò, 
ñDamagedò,  or ñExpiredò.  You can also use this feature to ñre-consignò an item.  More 
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 
ñShutdown Optionsò. More information on exiting and shutdown can be found in the 
Shutdown section of this guide. 
 
 
Hint: The File menu also lists all shortcut keys used to access screens off of the main 
menu.   
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III. Main Menu ï Menu 
 

 
 
Above the ñMain Menuò you will see a menu of options that provide either shortcuts to menu 
keys or additional features.  Each of the menu options (File, Disk, Tools, Scheduler, 
QuickBooks, Suppliers, Internet, and Help) will be described next. 
 
File ï The ñFileò sub-menu provides shortcuts to each of the buttons already found on the 
main menu.  Use ñNewò to add a new consignor, inventory item, customer data, or to make 
a new sale.  ñOpenò retrieves existing data on consignors, inventory items, past sales, 
employees, or store information.  Other options allow you access to our Reports, Signon, or 
Shutdown screens.  Again, using the buttons found on the ñMain Menuò can access most of 
these functions. 
 
Disk ï The ñDiskò sub-menu allows you to either backup your ConsignPro database or 
restore a previously backed up copy from disk.  Backup Tips and Suggestions can be found 
under ñBackup Tipsò. 
 
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 ï at any time ï using the 
Disk / Backup Database option.  To backup your database, simply select the DRIVE letter 
youôd like to backup to (D, E, F, etc) and then click the ñBackup DBò button. 
 
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.  We do not support backing up to CDôs in 
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 / ñRestore old databaseò function.  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 ñpracticeò doing restores.  Use this feature only if your system has 
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 
 
Tools ï The ñToolsò sub-menu allows you to ñApply consignor feesò, ñLayawaysò, ñDelete 
Invoicesò, ñDelete inventoryò, ñPhysical Inventory Countò, ñPost cleared checksò, ñValidate 
Accountsò, ñExport email addressesò, ñExport consignor dataò, ñUndo Markdownsò, ñCheck 
online listingsò, ñBalance Cash Drawerò, ñView activity logò or ñView usage logò.  Each 
function will be described in detail next. 

http://www.consignpro.com/backup.php
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A. Apply consignor fees: 
 

 
 
You can apply either debits (subtract money from consignor accounts) or credits (add 
money) to a group of consignorôs accounts by using this feature.  This could be particularly 
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 
consignor account balances also exist depending on your storeôs policies. 
 
This transaction will appear on the Account Activity statement with the reason that is typed 
into the ñReasonò box.  If an account has a zero balance and you use this feature to debit 
the account, the resulting account balance will be negative. 
 
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 certain ñconsignor codeò, or f) consignors who use MyResaleWeb.com (our online 
consignor account lookup service). 
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Active accounts are those accounts where the ñActiveò checkbox is checked on the ñFind 
Consignorò screen.  The ñOpened Dateò also appears on the ñFind Consignorò screen, as 
does the consignor ñCodeò 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 click the ñAdjustò button.  ConsignPro will 
ask you to confirm your choice and then continue to update the accounts you specified. 
 
If there is a check in the ñRecord this transactionéò checkbox, the credit or debit to the 
consignor account will appear on the Sales Activity Report and Income Statement as either 
store income or as an expense. 
 
If there is a check in ñOnly apply fee to accounts with a balanceò, the system wonôt debit 
money from consignorôs accounts unless they have enough money to cover the deduction 
(ie. the account wonôt go negative). 
 
Some store owners choose to charge their consignors for using the MyResaleWeb.com 
online website.  If so, you should check the ñUpload select accountsò box on the 
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 
youôd like to do this, you must use this screen each time (ie. monthly) to deduct monies. 
 
 
Note:  Once this process has been performed, there is no way to undo it so be 
careful! 
 

B. Layaways 

 
Clicking the ñLayawaysò option under tools presents the following screen that allows you 
to perform functions on existing layaways.  These functions will be described next, but 
are presented again in this guide under ñMake Saleò. 
 
Note:  To initially PUT an item on Layaway you would use the ñMake Saleò screen (L & 
item number) rather than this screen.  This process is described in detail in the Make 
Sale portion of this User Guide. 
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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 list of names), click the ñContinueò button to see layaway details, 
make additional deposits, or print a layaway report.  ñCloseò will return you to the Main 
Menu. 
 
Clicking the Continue button presents the Layaway Details screen (for Buggs Bunny), 
as shown next:  
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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 layaway deposit so youôll always have an accurate record of each deposit 
amount and the date it was applied.  Deposits can be sorted by Date, Group Number, 
Item Number, or Customer Name by clicking on the ñradio buttonsò next to each 
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 ï 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, 
first click on the Item Number youôd like to work with (in the 6th column) and then click 
ñMake Depositò.  If you would like to apply money to a GROUP of items at once, first 
click on the Group Number youôd like to work with (in the 5th column) and then click 
ñMake Depositò. 
 
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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After you enter in the ñDeposit amountò and select the payment type, click the ñUpdateò 
button.  This will commit the transaction and return you to the deposit detail screen.  
Clicking the ñDeposit Suggestionsò button will bring up a screen with suggestions for 
additional deposit amounts.  Cancel will return you to the previous screen without 
adding deposit money. 
 
Change Deposit ï The ñChange Depositò button is used to change the money amount 
on an existing layaway deposit.  You must first click on the ñDepositò that you would like 
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 ï This button is used to remove an existing layaway deposit.  Before 
clicking this button you must select the deposit youôd like to remove by first clicking on 
the ñDepositò (column 2).  When you delete a deposit the following screen appears and 
allows you to tell ConsignPro what to do with the money. 
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In this case, weôve elected to forfeit the deposit as revenue for the store.  Other options 
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 youôd like to do with the deposit amount and then click the ñContinueò 
button to process the transaction.  Click the ñCancelò button if youôve decided you do not 
want to remove the deposit from the system. 
 
Print Report ï This button will create a ñLayaway Reportò for the layaway deposits that 
appear on the deposit details screen.  This report will only print your report printer and 
not to the screen. 
 
Close ï 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 customer returns.  Instead, the ñLookup 
Invoiceò screen should be used as it reverses the accounting and debits the consignors 
account.  More information on customer returns can be found under ñLookup Invoiceò in 
this guide. 
 
To remove a single invoice completely you can enter in the invoice number and click 
ñProcess Deleteò.  This will remove the invoice from the database as if the sale never 
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.  Weôve password protected this because of its ñdestructiveò nature.  Only the 
registered user of ConsignPro may call for this password. 
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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. 
 

 
 
To use this screen, first select the status of the items youôd like to delete and then you 
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 ñcriteriaò.  If you agree the number sounds about right, 
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 (Remove from databaseé) that will remove old items 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 ñPhysical Inventory Countò will present the following screen. 
 

 
 
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, you can click the ñPrint Missingò button to display a report of missing 
inventory. 
 
You can start and stop this process as often as you need to.  Once youôre satisfied with 
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 ñPost cleared checksò presents the following screen that is described next. 
 

 
 
The ñCheck Clearingò screen is used, in conjunction with your bank statement, to tell the 
system which consignor checks have been paid by your bank.  To post a cleared check, 
simply enter the check number from your bank statement and click the ñProcess Checkò 
button.  ConsignPro will then update the consignors account activity record and record 
the date that the check cleared.  This date will appear in the ñItem #ò column on the 
ñAccount Activityò screen for the consignor who was paid. 
 
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, ñNot only were you paid, but you cashed the check on {some date}ò. 
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G. Validate accounts: 

 
 

 
 
The ñValidate accountsò function allows you to compare the consignor account balance on 
the ñFind Consignorò screen against the totals of that consignors account activity records.  
The two should always be in balance but can be out-of-balance due to employees changing 
a consignorôs balance but 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 
ñFix Accountsò button will put the accounts listed back in balance by writing an account 
activity ñBalance Adjustmentò record to each consignor account where a discrepancy exists.  
When complete, the consignor account balance will now equal the sum of all account 
activity records ï as it should.  You can test this by re-running ñValidate accountsò from the 
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 also use the Internet / ñE-mail all consignorsò function to send e-mail directly from 
ConsignPro.  This feature is described more under the ñInternetò menu on the next few 
pages. 
 

I. Export consignor data 
 

This feature is useful for exporting your consignorôs names and addresses to a ñcomma-
delimitedò file to send to a mail-house for a mailing.  When you use this feature, 
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 to ConsignPro so that ñaccidentalò time-period markdowns could be 
reversed.  Using this feature will undo all time-period markdowns and return all available 
inventory to their ñoriginal pricesò.  The system prompts you with several ñAre you sure?ò 
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 
ñMarkdown Inventoryò checkbox on the Shutdown screen when you exit the program. 

http://www.constantcontact.com/
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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 listings tool will validate all of the online listings youôve created to see 
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: 
 

 
 
 
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 ñopenò your day and when you ñcloseò your day.  A receipt for each 
will print on the Star receipt printer.  This makes it simple to balance your drawer at the 
beginning and end of each day. 
 
If you choose not to use this feature, remove the check from ñUse this featureò and it 
wonôt appear until that box is checked again. 

http://www.consignpro.com/onlstore.php
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M. Customer Rewards 

 
Customer rewards (aka ñcustomer loyalty programò) can be setup on the Maintain Store screen, 
under Store Terms, using the ñCustomer Rewardsò button.  Once that program is setup, 
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. 
 

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

N. View activity log 

 
A special ñlog fileò was added to ConsignPro in an attempt to capture possible employee 
theft from store owners.  The log file captures the following questionable transactions: 
 

¶ An employee rings up a sale but cancels the sale rather than completing it ï perhaps 
putting the ñAmount Dueò into their pocket rather than the cash drawer! 

¶ An employee deletes an ñaccount activityò record from the Account Activity window.  
This could be an attempt to remove history from a consignorôs account. 

¶ An employee changes a consignorôs account balance but does not instruct ConsignPro 
to write an account activity record to record the reason for the balance change. 

¶ 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 ï 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. 
 

 
 
This tool is designed to schedule consignor appointments but can be used for just about 
anything ï 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 time.  Next, type in the ñActivityò or person youôre scheduling, and then set 
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 
youôd like to delete.  Next, click on the activity in the grid.  Lastly, click the Delete Appt 
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 out times, click ñBlock out timesò.  Then select the times youôre 
not available by clicking the blocks in the grid below.  Then click Save Changes.  Times you 
block out apply to ALL days ï as of this printing, you cannot set different block-out times on 
individual days. 
 
The ñNext free dateò button can be used to find the next available appointment time and 
bring you to that date/time automatically. 
 
The ñShow schedule when ConsignPro startsò checkbox can be used to automatically 
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. 
 
 
QuickBooks ï This feature allows you to ñexportò sales data to QuickBooks.  There is also 
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 ï 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.  Please let them know that youôre using ConsignPro when you 
call to be included in our group rates. 
 
 
Internet ï 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 features wonôt help you very much.  If you do, keep reading. 
 
When you click any of the e-mail options, you will be directed to our ñConsignPro Post 
Officeò screen.  This screen will be fully described in the Find Consignor section of this 
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 ï once it is configured correctly. 
 
 

Help ï 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, and the obligatory ñAboutò screen. 
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IV. Find 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. 
 

 
 
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)  Either enter the consignor number in the ñConsignor IDò field and click on ñFindò,  or, 

2)  Start typing in the Last Name lookup box.  ConsignPro will automatically narrow down 
your search with each key that you press, until you find the name you are looking for, or, 

3)  Type in either of the consignorôs phone numbers (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 will automatically capitalize the using proper name rules.  (ex.  ñmiami beachò 
becomes ñMiami Beachò when you tab off of the City field!) 

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 with the ñFindò key to lookup a consignor. 

Last Name - Used in conjunction with the ñFindò key to lookup a consignor. 

Phone # - Used in conjunction with the ñFindò key to lookup a consignor. 

 

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 ï 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 - Consignorôs first name. (required) 

Last Name - Consignorôs last name. (required) 

Address - Consignorôs home address. (required) 

City, State, Zip - Consignorôs home city, state, and 5-digit zip code.  A comma is not 
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 - Consignorôs phone numbers. (optional) 

Email address ï Consignors e-mail address. 

Code ï You can ñcodeò a consignor and then restrict check printing to just that group of 
consignors.  For example, if you ñcodeò a consignor as ñABCDò, you can print checks for 
just those consignors with the code of ñABCDò.  You can also use the code field when 
applying consignor fees via the ñToolsò menu option.  (optional) 

Active - Checked if the account is active.  ConsignPro will only print address labels for 
active consignor accounts only. 
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Use MRW ï 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 ï Checked if the consignor wants his or her items back at the end of 
the consignment period.  This consignor option controls the ñReturn to Consignorò checkbox 
on the ñAdd Inventoryò screen and the printing of the word ñReturnò on inventory tags or 
labels.  The default for this box is can be set on the ñMaintain Storeò screen on the ñStore 
Termsò tab.  The checkbox reads ñReturn consigned itemsò. 

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 cut percentage is set on the ñMaintain Storeò screen ï Store 
Terms tab. 

E-mail ï The consignors email address. 

Birth Month ï 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! 

Account Balance - The consignorôs account balance.  This field is protected but can be 
manually changed by clicking the ñAccount Balanceò button if adjustments need to be made.  
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. 

If you click the ñAccount Balanceò button, the following adjustment screen appears: 

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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In our example, weôve chosen to increase the consignor balance by $2.50, write an account 
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:  If you change a consignorôs balance, you are either taking money away or giving 
money to a consignor.  This would typically result in either your store ñmakingò more money 
or ñlosingò money (as the obligation has changed).  As a result, you should be recording this 
type of transaction on financial statements by placing a check in that box ï as we have 
done in our example, however the choice is yours. 

Clicking the ñContinueò button will adjust the balance.  Clicking ñCancelò will close the 
window without adjusting the balance. 

Pickup Date ï 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 
ñPickup Dateò button to refresh the dates as changes could have occurred and they may not 
be accurate.  The date is maintained by the system and cannot be changed. 

Comments - This field is used to enter any ñfree-formò text that youôd like tied to a consignor 
(ex. ñDo not accept checksò).  This field has special meaning for both ñStoreò and ñVendorò 
items which will be discussed in ñAdd Inventoryò.  Comments can be ñhiddenò on the screen 
by clicking the ñHideò button ï this can deter nosy consignors from seeing less than 
complimentary notes on their account! 

Set Alert ï This can be clicked to set an alert to pop-up anytime this consignorôs account is 
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 ID, 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. 
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As you will notice, this screen shows all activity that has affected this consignorôs account 
balance.  The transaction amount is in the ñAmountò column and the running balance is 
shown in the ñBalanceò column.  An item number will appear if the balance change was the 
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. 

Double-clicking the ñcheck numberò will allow you to change the check number. 

Store owners should pay special attention to any ñBalance Adjustment!ò line because those 
were changes keyed to the balance field by a salesperson and not by ConsignPro.  The 
ñBalance Adjustment Reportò on the Reports screen will show you all balance adjustments 
made on the system after any date that you choose.  More information on this report can be 
found in Reports. 

The ñPrint Activityò button will print account activity to your default printer.  A ñbegin dateò 
and an ñend dateò can be used to print only account activity between certain dates. 

The ñInclude Sale Pricesò checkbox will include the amount the item was sold for on the 
report when printed.  Some store owners want to show consignors what an item sold for, 



37 

Visual Horizons Software, LLC 

All Rights Reserved, â 2012 

others choose to only show the consignor what their split amount was for the item.  
ConsignPro gives you the flexibility to do either. 

ñCloseò 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 ñMaintain Storeò screen.  More information 
on contract wording can be found in Maintain Store. 

Item Summary ï This button is a snapshot of the consignor item totals grouped by item 
status.  It gives a breakdown on ñAvailableò, ñSoldò, ñDonatedò, ñReturnedò, ñExpiredò, 
ñMoved to Storeò, and ñLayawayò items.  For more detailed information about a consignors 
items, click the ñView Itemsò button on this screen. 

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 
youôd like to print a ñDrop-off Receiptò rather than a Received Report.  One-half of the 
Dropoff Receipt usually is given to the consignor, the other half with the items dropped off. 

ConsignPro will prompt you for the number of copies youôd like to print. 

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) 
allows you to tell the system how much money to pay out.  You can also enter a ñPayout 
Thruò date and the system will calculate the correct pay out amount as of that date. 

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, click the ñPrint consignor checkò checkbox on 
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 special ñPayout Reportò can also be printed during this process.  This report is 
generally signed by the consignor to indicate that they have received the payout.  To print 
this report, click the ñPrint Payout Reportò on the following screen.  If you have a 3ò receipt 
printer attached to the computer, ConsignPro will print the payout receipt on that printer, if 
not; it will print on a full-page. 

 



38 

Visual Horizons Software, LLC 

All Rights Reserved, â 2012 

 

To use this screen, either enter the correct ñPayout Amountò OR type in a ñPayout thru 
Dateò and press the Tab key.  The system will then show you the Payout Amount as of that 
date.  If you are printing a check, enter in the check number and the system will record it. 

In this example, weôve chosen to payout the entire $24 balance using a handwritten check, 
number 12345 and print a Payout Report to record this transaction on paper. 

The ñReprint Reportò button can be used to re-print the payout report for any consignor 
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 
ñProcess Payoutò button to process the transaction.  To close the screen without paying the 
consignor, click the ñCancelò button. 

If you routinely enter in a Payout Thru date that is, for example, 7 days ago, you can set this 
once on the CustomizeCP screen.  The box on that screen is ñQuote consignor balances as 
of ____ days agoò.  In my example, you could enter 7 in that box and the date on this 
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 logged on has the ñDelete consignorsò option.  This option is discussed in the 
ñEmployeesò section. 

View Items - This button will display all inventory items associated with the current 
consignor. ñPreviousò, ñNextò, and ñList Viewò buttons allow you to ñscrollò through items 
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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 ï 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 ï 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 ï 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 ï 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. 

 

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 ñXò to close the window, when prompted to Save, click Yes. 

4. The save window appears.  From the ñLook Inò box at the top, select your Local 
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. 
ñWelcome new consignorò, ñHappy Birthdayò, etc) ï 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 youôd like to create.  When you close 
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 
ñEdit templateò button.  ConsignPro will open the template for you.  When done, save 
your changes, itôs 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 ï 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 5 to 10 seconds and it should say ñMail Sentò.  If 
you get any other message, check to be sure you mail server, port number, authentication 
(if required by your ISP), and e-mail ñFromò address are all correct. 

 

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 ï 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 with bold headings), click on the ñSave 
Recordò button or the ñAdd Itemsò button.  The ñAdd Itemsò button allows you to add items 
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 consignorôs name when you Tab off of the Last Name field.  If a consignor with the 
same name is found, the system will warn you before continuing. 
 
Note:  The ñSave Recordò and ñAdd Itemsò buttons only work when all required fields on the 
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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VI. Finding or Adding Inventory 

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

 
 
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 ñItem Numberò field and click on ñFindò.  The item is 

returned from the ConsignPro database.  In our example, we looked up item number 
1000 which is an ñAvailableò item on the database. 

 

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 

 
Item Number - Used in conjunction with the ñFindò key to lookup any inventory item.  
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 ï that is, there cannot be 
two items numbered ñ5ò on your database.  Our suggestion is to allow ConsignPro to 
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 
ñframeò 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 consignorôs last name.  A name lookup list will appear and narrow your 
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 ñWants items returnedò.  For example, if you add an item for Bob Jones who 
had the ñWants items returnedò check box check on the consignor screen, the ñReturn to 
Consignorò checkbox will be checked for his items.  This, of course, can be unchecked or 
checked for any item you add.  The word ñReturnò will appear on item tickets for items 
where this check box is checked. 
 
Split Pct - The percentage of the sale that the consignor will receive when this item is sold.  
This field automatically defaults to the ñCust Pctñ field on the Find Consignor screen.  More 
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 ñoldò an item is and when markdowns appear. 
 
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 ï This is the date that the consignment period for this item ends.  This is 
automatically set to the items ñReceived Dateò plus the ñReturn After Daysò value on the 
ñMaintain Storeò screen.  If you choose, ConsignPro will use this field to automatically 
ñmoveò items to the ñStoreò account or automatically change an itemôs status to ñExpiredò.  
Both of these options must be setup on the ñCustomize CPò screen.  More information on 
these automatic processed can be found in ConsignPro Settings. 
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Type - The type of inventory item displayed (ex. Menôs Clothing, Furniture, Sporting Goods, 
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 ï see List Maintenance. 
 
The ñHoldò button next to Type can be used to ñsetò the Type in the system for a period of 
time.  This is useful if you tend to use one ñTypeò for multiple consecutive entries. 
 
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 ï 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 ï 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 ï 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 youôve changed the sale price to one less than the Lowest Price.  This field is optional. 
 
The ñLowest Priceò field is also used as a minimum price during automatic markdown 
processing.  If an item should never be marked down, make the Lowest Price equal to the 
Price. 
 
Checkbox next to Lowest Price ï Use this checkbox to set a ñWholesale Priceò for the item.  
A wholesale price should only be set if youôre splitting the profit made on an item with the 
consignor.  Example:  A consignor brings you in an antique lamp and says I bought this 
lamp for $50 and Iôm willing to split with you any money you can get for it in excess of the 
$50 I paid for itò.  If you set the rack price at $75 for the lamp and the ñWholesale Priceò at 
$50, you and the consignor will split the $25 profit made when the lamp sells.  How the 
profit ($25) is split depends on what the ñSplit Pctò is for the lamp.  Not many stores use this 
option; it was added specifically for stores that do business with ñdealersò. 
 
Original Price ï If the price of an item ever changes, this field will display the price the item 
was originally entered as.  An itemôs price might change if you use our automatic markdown 
options setup on the Maintain Store screen. 
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Reduced ï The date the item was last marked down by the system if youôre using the time 
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 on ñTag Color Markdownò.  Tag colors can be 
added or changed by using the ñMaintain Listsò button, also found on the Store screen.  
This list can also be optional ï see List Maintenance. 
 
ñPrint Item Tagò checkbox ï This checkbox determines if a tag 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.  
This is called a ñbuyers feeò and does not affect the amount the consignor receives for the 
item.  Many confuse buyersô fees with ñItem Chargeò.  More information on how to setup 
buyersô fees can be found on the Maintain Store screen. 
 
Buyers Fee ï A buyerôs fee can be automatically added to an items price when a tag or 
label is printed.  The buyer pays the buyerôs fee when the item is sold, but the fee is not split 
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 
inventory item.  Statusô are:  
 

1. Available - The item can be sold. 

2. Donated - This item was donated and cannot be sold or changed. (final) 

3. Returned - The item was returned to the consignor and cannot be sold or changed. 
(final) 

4. Sold - The item was previously sold using ConsignPro and cannot be changed. (final) 

5. 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 ñVendorò item #2035.  You can sell as many #2035 items as 
you wish during one or multiple sales.  The status does not change to 'sold' but remains 
ñVendorò. 

7. Layaway - Indicates that an item is on layaway for a customer.  To put an item on 
layaway, sell the item using an ñLò before the item number on the Make Sale screen.  
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 log it in as ñStoreò item # 2122.  The Price you assign is $40 
and the ñStore Costò of $25 is entered into the ñStore Costò field.  ConsignPro then 
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 
ñAvailableò before they can be sold. 

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 ñMissingò items. 

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

11. Auction ï 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. Damaged ï If an item is damaged and canôt be sold, use this status so that you and the 
consignor know why it was not sold. 

 
Note:  More information on the special ñStoreò, ñVendorò, ñAuctionò, and ñLayawayò statusô 
are provided in the ñAdd Inventoryò section of this guide. 
 
Note:  Final Statusô should not be changed 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 
using the ñMake Saleò feature, or changed the status to a permanent one (returned, 
donated, sold, expired). 
 
ConsignPro puts ñSystemò into this field if the item was previously sold and then returned.  
More information on returns is in the ñLookup Invoiceò section of this guide. 
 
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 
ñLookup Invoiceò screen, see Lookup Invoice for more information.  This field cannot be 
keyed to. 
 
Taxable? Checkbox ï 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 ï If you never wish the item to markdown, check this box. 
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2. Find Inventory Buttons 

 
Find - Used in conjunction with the ñItem Numberò field to retrieve an inventory item from the 
database. 
 
Find Name ï 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 ï 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 ñShow Notesò rather than ñAdd Notesò.  Notes will not appear on 
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 
available for items that are either ñAvailableò or ñStoreò owned.  This button will do the same 
thing as selecting ñRemove Itemò from the ñStatusò list. 
 
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 printing inventory ñtagsò on a thermal ticket printer.  
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 youôd like to save your changes. 
 

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 will print again when the ñAny Unprintedò checkbox is used for tag or 
label printing. 
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VII. Adding 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. 
 

 
 

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. there cannot be two items numbered ñ1ò 
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 under ñEntering special inventory items, Vendor and Storeò. 
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Next tab to the ñConsignor Numberò field and enter in the consignor number for the item you 
are adding.  You can also use the ñFind Nameò button to lookup a consignor number by 
name. 

Next, click-on or type in the remainder of required fields (those with bold tags), and click on 
the ñAdd Anotherò, ñMenuò, or the ñRepeat Itemò button.  These buttons are described next. 

 

A. Add Inventory Buttons 

 
Add Another - This button will save the current item and reset the inventory fields.  If the 
ñSame Consignorò checkbox is checked, the consignor number, return to consignor 
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 inventory ñlistsò can be changed on the ñStoreò screen under List 
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 ñSame Consignorò checkbox can be checked if you are adding several items for 
the same consignor.  This box will allow you not to re-enter the consignor number, ñReturn 
to Consignorò checkbox, split percentage, or tag color boxes. 

Hint:  If you add a new consignor you can add items right from the ñAdd Consignorò screen 
by clicking the ñAdd Itemsò button in the lower right corner of the screen. 
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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 ñStoreò in the comments field on the consignor screen. 

Vendor Item:  An item which youôd like to enter into stock once, but sell many of.  An 
example might be ñSnickers candy barsò or ñDuracell batteriesò.  Using vendor items 
prevents you from having to log in each candy bar or battery so that it can be sold. 

Instead, a ñCountò field allows you to enter in the quantity of vendor items you are adding.  
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 will change to ñWholesale$ò and you can enter 
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 
ñPrompt for UPC barcode on vendor itemsò check box.  Then, when you add a vendor item, 
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 the bottom of the screen ñAuction IDò where you can enter in the 
auction number ï 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 ñradio buttonò next to Item Number. 

2. Notice that the status correctly indicates that the item is a store, auction, or vendor item.  
Buyïoutright items will remain as an ñAvailableò status. 

3. Enter in a valid consignor number. 



52 

Visual Horizons Software, LLC 

All Rights Reserved, â 2012 

Important:  For Store items, the contents of the consignors ñcommentsò field for this 
consignor must be ñStoreò.  You 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 and then click either ñAdd Anotherò, ñMenuò, 
or ñRepeat Itemò. 

5. For vendor items, enter in the ñCountò of items that you are adding. 

 

Note:  When entering in a ñStoreò item, the ñLowest Priceò field automatically changes 
to ñStore Costò.  Enter the cost of the item in this field. 

 

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: 

¶ Automatically calculate the purchase price based on the selling ñPriceò that you 
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. 

¶ 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 ñtradeò situation), or, on Find Consignor, payout the 
balance as cash/check to the customer. 

To turn buy-outright on, go to the CustomizeCP screen, Store Settings tab, and check 
ñAllow buy-outrightò and set the margin youôd like to make on items that you buy 
outright. 

To print a listing of those items you just bought from a customer, return to the Find 
Consignor screen, lookup the consignor, and click the ñReceived Reportò button.  The 
system will print a listing (with prices) of items you just purchased. 

To pay the consignor for these items, use the ñPayout Balanceò button on the Find 
Consignor screen.  You can pay as either cash or check. 
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VIII. Selling or ñPostingò Items 

 
Use the ñSales Entryò screen to sell items through ConsignPro.  You can reach the ñSales 
Entryò screen by clicking ñMake Saleò from the Main Menu. 

 
 
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 ñItem Numberò field and press the ñtabò or ñenterò key.  The 
item is returned from the ConsignPro database and displayed on the sales line. Or, 

2)  Using a scanning device, scan the barcode while the blinking cursor is on in the ñItem 
Numberò field.  The item description and price will appear, and the cursor will 
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 
layaway item will then appear in the ñDiscountò box on the ñAmount Dueò screen 
discussed in Part ñBò (below). 
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4)  Use the ñPrev Pageò and ñNext Pageò buttons for entering in more than 8 items.  These 
buttons become available after entering your sixth item. 

5)  When done entering items, click on the ñFinish Saleò button.  The ñAmount Dueò screen 
appears and is discussed in Part ñOò. 

 
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:  If you wish to sell several ñvendorò items at one time, put the letter ñQò into the item 
number box and press Tab.  The system will prompt you for the vendor item number and 
the quantity youôd like to sell.  It will then calculate out the price correctly. 
 
Note:  To save a sale so that you can complete it at a later time, click the ñSave Saleò 
button.  The system will prompt you for a name for the sale so that you can recall it at a later 
time.  To recall a saved sale, click the ñRecall Saleò button.  This button is only available 
when saved sale files exist on your computer. 
 
Note:  To remove an item from a sale, simply type an ñRò over the item number to 
ñRòemove it.  The line will remain on the screen but the item will not be sold! 
 

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, under Store Settings, check the ñSell items not on 
database:ò checkbox.  You only need to do this once. 

2)  Enter ñnò into the ñItem Numberò field.  ConsignPro will automatically determine the next 
available item number. 

3)  Press ñTabò or ñEnterò. 

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 
Store, CustomizeCP screen, Store Settings tab.  Remove the check from ñSell items not on 
databaseò.  This same process will then link you thru the Add Inventory screen where you 
can collect more data on the item being sold ï this way is much slower that the above but 
does capture more information. 
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Reduce By: The ñReduce Byò field is used to mark down any particular item by a specified 
percentage (ex. 10%).  To remove the discount simply change the percentage to 0 (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), are only ñfeltò by the 
store.  There are good reasons a store owner may wish to discount on either screen, or on 
both screen. 
 
Note:  If the entire sale is to be reduced by a percentage, you may the ñDiscountò field on 
the ñAmount Dueò screen in the Make Sale section in this guide.  In this case, the store 
bears the entire amount of the discount.  To share discounting with the consignor, do the 
discounting on the Make Sale screen instead. 
 
Note:  If the price of any item is reduced below the ñLowest Priceò entered on the Add 
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?:  ConsignPro will tax individual items if the item price is greater than the ñTax 
Items Overò amount on the Store screen.  More information on the ñTax Items Overò field is 
presented in ñMaintain Storeô section of this guide.  You can un-check any of the ñTaxò 
check boxes at anytime, or tax items which ConsignPro doesnôt. 
 
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 ï 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 
work, the ñcalc.exeò file must be in your \Windows folder ï which it usually is. 

Record sale on sales reports ï 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 ñMake Saleò and type an ñLò followed by the item number youôre putting on 
layaway (ex. L1234) in the item number box.  Press ñtabò or ñenterò and ConsignPro will 
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 ñPriceò and the ñLayaway Pct.ò on the Store screen.  You can always change 
this deposit amount! 

3.  When you click the ñFinish Saleò button, ConsignPro will allow to you accept a ñgroup 
depositò for all the items that are on layaway.  For example, if the total deposits for 
layaway items calculate to $8.50 and the customer wants to put down a $10 deposit, 
this becomes the ñgroup depositò amount you would accept.  ConsignPro will 
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 
ñNoò to the Group Deposit question.  If not, click Yes and enter in the total dollar amount. 

4.  If you lookup the item using Find Inventory, youôll notice that its status has changed to 
ñLayawayò and the correct customer name and deposit information is shown.  This 
amount can be easily changed by returning to the Main Menu and using the ñTools / 
Layawaysò function on the top of the Main Menu.  Layaway maintenance functions are 
described in full in the beginning of this guide under ñLayawaysò. 

 
Note:  To put an item on layaway the item must be an ñAvailableò, ñStoreò owned, or 
ñVendorò 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 
ñLayawaysò. 

 

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 
layaway and collect the remainder due, simply use the ñMake Saleò screen.  Sell the 
item by using the item number, as you would any other item.  ConsignPro will correctly 
credit the deposits already received on the ñAmount Dueò screen next to ñCredits / 
Depositsò. 
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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 
ñFinish Saleò button on the ñSales Entryò screen. 

 

Above you will notice the ñAmount Dueò screen.  We will now review the fields on this 
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 
ñSales by Salespersonò report on the Reports page can provide you with sales totals sorted 
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 ñAdvertising Reportò on the Other Reports tab within the Reports screen to see 
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 
ñMake Saleò screen are represented in this total.  You cannot key to this field. 

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 ñAmount Dueò screen 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 screen (ñReduce byò box) rather than on this 
screen. 

Sales Tax: The amount of sales tax calculated for this sale.  For additional information on 
how ConsignPro calculates sales tax please refer to the ñStoreò section of this guide.  You 
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, click on the ñUse Account Creditò button.  
You will see the following screen appear: 
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You can now enter in either the consignorôs ID or last name and click ñFindò.  ConsignPro 
will then prompt you with the following screen (if the consignor is found on the database!): 

 

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 ñCredit / Depositò field automatically and reduces the 
ñAmount Dueò field accordingly. 
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Note:  If a consignor account has a zero balance or one not sufficient to cover the sale 
amount, you can use a larger amount.  When the sale is completed, the consignorôs 
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 list in ñList Maintenanceò on the ñStoreò screen.  More information on list 
maintenance can be found in the List Maintenance section of this guide. 

Note:  If ñCashò is selected, two new boxes appear on the screen allowing you to enter in 
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 ï 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 
Report from the ñReportsò screen.  An example of this screen follows: 
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After keying in name and address information, click on the ñDoneò button to add the 
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. 

Youôll note that at the top of the screen you have information about how many times the 
customer has shopped with you and how much they have spent. 

If you check the ñInclude info on receiptsò the customerôs name and address will appear on 
your 3ò printed receipt.  If you are not using a 3ò receipt, this option is not available. 

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. 

If youôd like to require this screen on every sale, there is a checkbox to ñRequire customer 
info on salesò on the CustomizeCP screen, Store Settings tab. 

 

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 access the customer entry screen from ñFile / New / Customerò on the 
Main Menu.  This allows you to add customer information without going through the ñMake 
Saleò process.  Sale data is not tracked using this method. 

Hint:  To lookup an existing customer quickly, enter only the first OR last name and click 
the ñFindò button.  The system will return a list of only those customers with that last name 
and allow you to select the customer you would like. 

 

Back to Entry: Returns you to the ñSales Entryò screen.  Returning to this screen will zero 
out any discount applied to the ñDiscountò field and reset your payment type(s).  These 
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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To sell or redeem a gift card/cert, begin by swiping, scanning, or typing in the card 
number into the box at the top of the window.  Then select the action youôd like (Sell or 
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. 
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ConsignPro and X-Charge credit card software 

 
ConsignPro (when combined with X-Charge

TM
 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.  Also, since weôve 
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. 

 

 
 
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 complete (either swiped or keyed manually), click the ñ(F12) 
Processò button to begin the authorization process.  At this point, ConsignPro will submit the 
transaction to X-Charge software (must be installed and configured properly -ïsee 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 to sign) using your Star receipt printer.  Note that a special Star 3ò 
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.  
 
How to get started: 
  

¶ 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.  

¶ 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 mark in the ñUse X-Charge credit card systemò check box.  

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

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


67 

Visual Horizons Software, LLC 

All Rights Reserved, â 2012 

X. Looking up an Invoice - Void Processing 

 
The ñInvoice Lookupò screen 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). 

 

Above is a sample of the ñLookup Invoiceò screen.  In this example we used the Calendar 
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 youôve found the invoice that you wish to review, click on the ñViewò button to the left 
of the invoice entry.  If an invoice date returns several invoices (which it probably will), you 
can use the ñPrev Pageò and ñNext Pageò buttons to review the amount of sale and 
salesperson to further refine your selection. 

After finding the correct invoice and clicking on ñViewò, the following screen appears: 
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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, simply click on the ñVoid Itemsò button.  ConsignPro will 
prompt you and ask if youôd like to continue with the void.  Selecting ñYesò will return the 
items to ñAvailableò status and debit the consignor account balances of the affected 
consignor accounts. 

C. Voiding individual items 

If you are voiding an individual item, simply click in the ñVoid?ò column box in the details grid 
next to the item that you wish to void.  The box will change to ñYesò.  You can select as few 
or as many items (rows) as youôd like. 

Clicking ñVoid Itemsò will remove the selected item(s) from the invoice and return it to 
inventory as ñAvailableò and debit the consignor account that the item(s) were sold from. 
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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 that consignorôs account with the money from 
the return.  To use this feature use the ñCredit Consignor Account # boxò.  You can either 
type in the consignor number or start typing in their last name to select the consignor from a 
list.  Do this before using the ñVoid Itemsò button.  No cash should be returned to the 
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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XI. Lookup or Adding Employees 

 

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. 






















































































































































