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A. POS Rental Limitations


ComTrac POS has some limitations.  The most important limitations are:





1. 	Only one  register per store can perform rental functions.





2. 	You cannot add new rentals at the POS register.  They must be added in ComTrac and transferred to POS.





3. 	If you have more than one PC or more than one store with POS you must centralize rental administration at your 	central PC where you run ComTrac-Plus.  





If you have multiple PCs and one store, your main PC where ComTrac-Plus is located is where your rental 		administration functions must take place.  





If you have multiple stores with POS, all your rental administration functions must take place on your central PC 	where ComTrac-Plus is located.





4. 	You must have ComTrac-Plus (Standard) and POS to manage your rental inventory.  You cannot manage rentals 


with ComTrac-Light.





5.  	You are only allowed to rent videos, collect late fees and check in videos through POS.  All other rental 		administrative functions take place within ComTrac-Plus on your central PC.
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B. How do I Implement Rentals in ComTrac?


There are a number of steps to implementing Rentals in ComTrac.  While they are really pretty basic, they will take you some time.  If you already have rental data in another electronic format we will convert your data for you to ComTrac format for a fee of $50.00 to $150.00 depending on the complexity of the conversion process.  Call us for a free estimate.





1.	Go to Utilities|Set System Values in your copy of ComTrac-Plus.





2.	Go to the Rental Return Time field and set the time by which rentals must be turned in


or be considered late.  We’re using a 24-hour clock, so midnight is 00:00, noon is 12:00 and


so forth.  If rentals returned after 5:00PM are late, enter 17:00 in this field.





3.	Go to the Days Open field.  The letters on the screen represent Sunday through Saturday.  Put a “Y” under each 	day your store is open, enter a “N” under each day if you are not open.  Late fees aren’t charged for days that your 	store is closed.





Note:


You will have to do this at each POS register that you use rentals at.  You can only do rentals at one register per store!





4.	Go to Utilities|Maintain Tables and select M-Ratings Table.  This table sets up rating codes


for your video and game items.  We recommend using the MPAA standard codes of G, PG,


PG13, R, NC17 and X and have pre-installed them in this table for you.  Age limits are variable 	


from area to area so be sure to check the age figures we supply for accuracy.  POS will check the age of the 		subscriber against the age limit for each Rating and will warn the clerk of any potential problems as long as


you’ve entered a birthdate for each rental customer.





Code		Comments


Rating Code. 	This is the rating code.  Use ours (MPAA) or your own. 


Description	This is the description that appears in Pick boxes.


Age Limit:		If this isn’t Zero, POS will check the customers subscriber record for


Their age.  Age “17" means “less than 17".  Triggers a warning to the


Clerk.





5.	Go to Utilities|Maintain Tables and Select N-Rental Prices.  This table sets up generic prices


for your video and game items.  If you want to make a global price change for a price group,


go here and change the rental price.  





For example, you might want to create a Price Group called “Game Cartridge” with a code


of CART.  Another price group might be “Game Consoles” with a code of CONS.  Videos


might be divided into two groups: New Release (NRV) and Regular Stock (RSV).  Adult


videos typically have higher prices, so they might have their own Price Group of AV.





Code		Comments


Code		Abbreviated code for this Price group.  


Description	The description which appears in pick boxes.


Rental Price	This is the per-day rental rate.  You may price rentals differently, based


on what day of the week they are rented.


Late Fee		This is the basic daily charge for returning a member of this Price Group


Late.


Rental Period	Number of days that this Price Group is rented for.  Some items will be


rented for two days, others for three, and some others for even longer


periods.





6.	Go to Utilities|Maintain Tables and select D-Department Tables.  We recommend adding


at least one entry for rentals, eg: RENT for all video and game rentals.  If you want more


detailed reporting on rental income, you should have a separate code for each major game


and video rental genre.





Here are some examples:


VANI	Video Anime


VSCI	Video Science Fiction


VHOR	Video Horror


GSEG	Game Sega


GNIN	Game Nintendo





Note: if you add departments in ComTrac, make sure you export your department table to POS and that it is 	imported properly into POS!


  


7.	Before you can create rental information for an item, you must have an existing Stock Card in the Specialties 	module for that item.





8. 	If you don’t have a Stock Card for an item, go to Specialties|C-Enter Spc Sales and create as many stock cards as 	you have rental items.  For more details, refer to Chapter Three Section Three in the User Manual.





Notes:


The first tax field on the screen  is for retail sales of this item, not rental tax. Use the Rent Tax field to set whether 	rentals are taxable.





Field		Comments


Rating		Comes from Rating Table. 


Rental Type	Comes from Rental Price table.  Determines rental price of item and


Length of rental period before late fee is charged.





Rent Dept		This code is for POS reporting, and tells POS what department to assign


The rental income from this item to.  This is validated against the 


ComTrac department table. 


Rent Tax		If rental income is taxable, enter “Y”, otherwise “N”.  If you are a


Canadian user, valid entries are “Y”, “N”, “F”or “P”.  These codes mean


Y:Provincial only, “N”:No tax, “F”:Federal only, “P”:Provincial and Federal.





Go to the Reserves module, select Option-A: Maintain Files|F:Rental File.  Press “A” for Add.  The fields on the 


	screen are:





Field	Comments


Store	This is validated from your store table.


Item Name	This is validated from your Master Specialties file.  Just enter the first few characters of 	the item and 			select the proper item from the Selection window.


Barcode	This will be generated automatically by ComTrac.  You can print it out later and attach it to the rental 			item.


YTD Rentals	It shows the YTD rental income for this item.


Last Rented	It shows the last date that this item was rented.





Note:


When you exit the Rental File ComTrac will ask you whether you want to generate barcodes for the items you’ve ADDED.  If you need to create more barcode labels AFTER you’ve entered inventory, go to Reserves|Do Reports|Rental Reports|Make Barcodes.





During the process of printing barcodes all the titles which are new or have been modified will appear in a Selection 


window.  Go through and Checkmark all the items which should have barcodes printed,  THEN exit the window.





10. Go to Reserve|Maintain Files|B-Customer Files


You need to be sure two items are completed for each rental customer: Rental Cust  and Birthdate.  The valid values for Rental Cust are Y/N.  The default value is “N” for no.  This value means that POS CANNOT RENT videos or games to this customer!  If you want to be able to rent to this customer, enter “Y”.  The upgrade for an existing copy of ComTrac  sets the default value of this field to “N” for every existing customer.





The birthdate is used to determine whether the customer is old enough to rent certain categories of videos or games.  If there isn’t any birthdate, ComTrac will warn the clerk that the renter may be under-age.





We recommend that you also complete all credit card information for each renter.  This includes credit card number, card type and expiration date.





Skip Step #11 if ComTrac POS and Plus are on the same PC.





11.	Go to Reserves|Perform Jobs|Upload-Download Files.


ComTrac will prompt you for the Import and Export path for uploads/downloads.  When you’ve responded to these, you’ll see a submenu on the right of the screen.  Select the “Mass Export” feature.





WARNING:


NEVER DO A MASS EXPORT UNLESS YOU ARE SURE THAT THE SUBSCRIBER DATA IN COMTRAC-PLUSS IS IDENTICAL TO THE SUBSCRIBER DATA IN THE PC AT THE STORE THE MASS EXPORT IS GOING TO!





WHEN IN DOUBT, DO A MASS EXPORT FROM THE STORE REGISTER AND MASS IMPORT THE DATA IN YOUR COPY OF COMTRAC-PLUS.  THEN DO YOUR MASS EXPORT (WHICH INCLUDES YOUR RENTAL DATA) FOR THE TARGET STORE.





12. Go Back to POS 


Now that you’ve left ComTrac-Plus and are back in POS you need to set up several things for the first time before you can begin renting games and videos.





Go to Options|Store Info and enter the proper department code for Late Fees.  This is the department that revenue from Late Fees will be credited.  By default, POS 2.3 adds a“LATE” department when it is installed as an upgrade..  But you should go to Lists|Departments to make sure that the tax flag for the LATE income department is set properly for your area.





The way to check whether your Rental items are in POS is to go to Lists|Rental Lookup Table and review your data.  If you don’t find any data, go to Files|Index and Tag all the Rental items in the list for re-indexing.  These files should include:


Rental Ratings File		Rental History File


Rental Price File		Subscriber Information File


Rental Lookup File		Retail Price File





Then check again.





13. Legal Verbiage


Go to Options|Rental Agreement.  You have fourteen lines to enter the legal verbiage which pleases you that prints after the sales receipt for each transaction that has rental items in it.  You can change this at any time.  NOTE: Word-wrap isn’t enabled for this window, so you should press [Enter] at the end of each line.  Blank lines don’t display on the receipt, which saves paper.  So there’s no need to get creative with the use of blank space.
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C. Renting a Video from the New  Sale Window





1. 	Press the [F2] key to start a sale.


2. 	Press [U] key to select a subscriber.


3. 	Either scan the customer’s membership card, or enter their name, customer code or telephone number.  Note: If you 	enter their telephone number, it must be an exact match to the number as it was entered in ComTrac-Plus.





You should be able to see the customer’s name, code, discount, age and rental status at the top of the sale window.  





Note:


When you identify a customer, POS checks to see whether there any outstanding late fees.  POS will automatically put these into the New Sale window for that transaction.  There will be one late fee for every overdue video or game rental.





What Happens When I Scan Something?


POS is going to go into the PLU table and look for the item you’re trying to scan.  If it finds an exact match that’s what it will use.  If it can’t find anything in the PLU table it’ll go look in the Rental Lookup table.  If it finds an exact match, it’ll perform two checks:





a. POS will check that you have a valid rental customer


b. POS will check that the age limit is ok for the rental item





if the item meets all these conditions it will be displayed in the sale window.  The fastest way to look for a non-scannable rental is the Rental Lookup Table (RLT), which is accessible by entering “T” from the new sale window.





Renting an Item From the Rental Lookup Table


If you are just renting one or more items to a customer, you can go directly to Lists/Rental Lookup Table, highlight an Item and press the [R] key to Rent the item.





Rental Buttons


The rental screen has four command buttons: Find, Rent, New Sale Window and Close.





Find


Press the FIND button and you’ll have the choice of HOW to search.  Press ALT-Down Arrow to get a list of Search choices.  If you are searching by barcode, just scan the barcode on the rental item.  If you are searching by title, enter the first few characters of the title and pick the proper item from the browse window.  Note: the store code is always entered by POS as part of the search string.  Don’t be alarmed if you see the store code appear at the beginning of your search string!





Rent


When you want to rent the highlighted item, press “R” for RENT.  If the item is already marked as having been rented, a warning message will appear.  Then you must first check in the item before you can rent it to the customer.  If you press [Enter] on the highlighted item it will automatically be rented and you’ll be put back into the New Sale window.  This saves keystrokes and time.  (POS still checks whether the item is rentable or not).





New Sale Window


This takes you back to the New Sale window as a shortcut.





Close


This closes the window and puts you back wherever you were before in POS.





Note:


The quantity that appears for rental items always comes from the Rental Price File.  This number represents the number of days the item can be rented for without incurring late charges.  A three-day rental will show the numeral ‘3' under the ‘Quantity’ heading.
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D. Rental History


Now that you’ve done a rental, let’s look at the Rental History.  Go to Lists|Rental History.  You’ll see a list showing all the rental activity so far.  The rental history window is sorted by Store Code, Customer Code, Transaction Date and Transaction Time in descending order.  This means the most recent transactions are always at the top, grouped by customer.





The fields in the rental history window are:





Fields		Comments


-Store		Store Code	


-Type		Describes what kind of history item the transaction represents (rental, overdue, etc.)


-Customer Code	Customer Code


-Description		Product description or title


-Date Out		Date rented


-Returned		Date returned


-Days		Number of days rented


-Out		Time checked out


-In			Time checked in


-Amount		Total amount of rental 


-Late Charge		Late charge 


-Paid		Late charge Paid? Yes/No


-Pmt Date		When late charge was paid


-Barcode		Barcode





-Comments		Comments are only editable in ComTrac.  


-Transaction Number	Original POS transaction number for audit purposes





Note:


When you identify a customer, POS checks to see whether there any outstanding late fees.  POS will automatically put these into the New Sale window for that transaction.  There will be one late fee for every overdue video or game rental.





Rental History Controls


There are six command buttons in the Rental History window.


Check-In		If you want to check in items one at a time, use this command.  If you want to


Batch-enter a group of videos, just start scanning them while in the Rental


History window.  Note: You can also Immediately Checkin rental items while


In the New Sale Window.


Set Date		Sets the check-in date and time, which is always visible at the top of the Rental History Window.  			This is NOT the same as the POS Session Date!  This feature was added so you can check in 			videos after the fact, such as after a three-day weekend.


New Sale		Takes you to the New Sale window.


Void		There’s one entry for each rental, late fee, payment etc.  Rental-Checkin-Payment of Late Fee (if 


			any).  The VOID command allows you to roll these back in reverse order.  This means that if you 


			want to VOID an item’s Late Fee you can do so, after which you can VOID the checkin, after 	


			which you can VOID the actual rental.  NOTE: Anything involving money generates another 	


			transaction which reverses the fee and prints a receipt.  This means staff can’t void transactions 	


			readily and fiddle with  their till balances.


Find 		FIND is used to locate individual transactions


Close		Close closes the Rental History window.
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E. Rental Tasks





How Do I Rent a Rental Item?


Open the New Sale Window by pressing the [F2] key from anywhere in POS and identify the customer after pressing the [U] key.  Then scan the rental item into POS.





How Do I Check In a Rental?


There are two ways to check in rentals.  One involves using the Rental History window and the other uses the New Sale window.  





-Checking in a Group of Rentals (The Rental History Window)


Go to the Rental History window and Set your Check-In Date and Time.  Pick up your rental items and begin scanning them.





-Checking in a Rental During a Customer Transaction (The New Sale Window)


If a customer is returning rentals and buying or renting other merchandise at the same time (or wants to pay their late fees) take the item to be checked in, open the New Sale window and scan it.  You do not have to identify the subscriber or do any other searches.  All this information is associated with the rental record.  The subscriber’s identity and any late fees are automatically displayed on the screen for you.





Note: 


A Word About Late Fees... If you scan in a rental in batch mode, if a late fee is generated a window will pop open showing you what the late fee should be.  If you want to modify the late fee you can do so right then.  During Immediate Check-In the late fee is generated automatically and placed in the New Sale window.  If you don’t want to charge the customer the full late fee just set the amount of the late fee to zero.  Don’t delete the late fee item itself or it will reappear the next time this customer comes in.





How do I Take a Rental Item Out of Circulation?


There are two situations where you might want to take a rental item out of circulation:  





1. I want to drop the item entirely if it is unsaleable, lose or damaged.


2. It’s reached the end of it’s rental life and can be sold as a used item.  





Note: If you drop an item entirely the inventory for it’s parent Specialty stock card will be reduced by one.  This will decrease your inventory and therefore decrease your inventory tax at year end.  If the rental product was unsalvageable you are also normally entitled to deduct the remaining value of the item as a business expense.  Check with your accountant on how you track this information in your accounting package and how much of the original wholesale cost you can claim.





- Dropping an Item


Go to Reserves|Maintain Files|Rental File and select the STOP command from the rental screen.  You’ll be asked to choose whether you want to transfer the item to Specialties or whether you want to Drop the item.  Select “Drop”.





- Transfer to Specialties


If you want to sell a rental item as a used item, go to Reserves|Maintain Files|Rental File and select the STOP command from the rental screen.  You’ll be asked to choose whether you want to transfer the item to Specialties or whether you want to Drop the item.  Select “Transfer”.





A selection window that shows all your Specialty stock cards will appear.  If need be move the highlight bar to the proper item and press [Enter].  If you have created a variety of generic sku’s for used rental merchandise you can select one of these Sku’s and ComTrac will create a new entry for the item.  The screen will return to the “View Rental Titles” layout.





Note:


When you transfer merchandise from rental status to used-merchandise sale status, ComTrac will calculate a weighted average wholesale cost figure for the used-merchandise sku you selected.  This average wholesale cost does not reflect depreciation.  Most video rental store operators don’t depreciate their merchandise for a variety of reasons.  Check with your accountant.
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F. POS Reports


The only rental information in a POS report will be found in the Journal Tape Summary.  Rentals are counted just like any other sales, but are broken out in the Journal Tape Summary as Total Rentals and Total Late Fees.  You also will get a breakdown of income by Departments, so if you have multiple rental departments you’ll get multiple sales breakdowns as well.





The main reporting for rentals takes place in ComTrac-Plus since it’s designed to be company-wide for administrative purposes.  In ComTrac-Plus go to Reserves|Do Reports|Rental Reports.  There are five reports available, including:





Rental Report


Customer Rental Report


Late Rental Report


Rental Item Report


Bar-Code Labels





1. Rental Report


The rental report can be generated by Department, Type or Rating for any store in ComTrac.  Each report can be generated in SUMMARY form or DETAILED form.  Summary reports have single line totals for each Department, Type 


or Rating.  Detailed reports show the same data for the individual rental items which are in each group.  It’s worthwhile to track sales by these categories so you can identify trends and modify your rental mix accordingly.





2. Customer Rental Report


The Customer Rental Report will give you a complete rental history for any one customer.





3. Late Rental Report


You can generate two versions of the Late Rental Report.  The first version is the General Report, which is a listing of all late rentals, showing what items are late, who rented them and how late they are.  The other version is a form letter for each customer with late product.  This letter informs the customer that certain items (which are listed in the letter) are late and asks them to return the items to your store.





4. Rental Item Report


This report allows you to print out a complete rental history for a specific rental item.  This is used most frequently when you are trying to identify who damaged a video tape.





5. Bar-Code Labels


This option allows you to generate barcode labels for any individual item or group of items.  Make sure that your printer is ON and ON-LINE, and that the proper labels are in the printer.  If you are using a suitable inkjet or laser printer we recommend that you use Avery 5160 labels.
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G. The Rental Operational Cycle


Renting videos and games is best done if you follow a standard cycle of operations.





q Check-in Overnight Returns 


Check-in rentals that were returned after store closing.  If you have a return slot take up any videos that customers returned while the store was closed and go to the Rental Lookup Table.  Begin scanning them into POS and they’ll be checked-in in batch mode.  Any late fees will be automatically created during this process and will be posted to the customer’s account.  Make sure that the Check-in Date and Time are set correctly to avoid generating incorrect late fees.





q Check-in In-Store Returns


We recommend checking in rentals as customers return them.  This guarantees that you’ll know whether the customer owes you for late fees when they are actually in front of you with their wallet open.





q Identify Late Rentals


Generate the Late Rental Report every day and generate form letters to customers with late rentals on a daily basis and mail them out.  Staying current with late rentals is critical to your financial health.





q Generate Rental Sales Report


Generate the Rental Sales Report every week so you can track which products are your strongest producers.  We recommend entering the results in a spreadsheet or database program so you can look for historical trends.





q Identify Items to Drop


Review your rental products on a monthly basis to identify any items which you want to discontinue renting.  You can assign them to generic sku’s that are based on sale price: eg: $9.99 Used Video.





q Enter New Rental Products


Enter new rental products into ComTrac-Plus  as they arrive and generate barcode labels for them.  Then (after you make sure that your ComTrac subscriber data matches each store’s subscriber data) do a Mass Export to create an update diskette for your stores.  Get new rental product onto your shelves as soon as possible so you can begin getting rental income from it.
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