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https://docs.google.com/document/d/1TnZ-7qKMGefmBXu-KgtxxUXCgkCbngpnOEY4g_Fju3A/edit?tab=t.0#heading=h.qnvxspvzuegf
https://docs.google.com/document/d/1TnZ-7qKMGefmBXu-KgtxxUXCgkCbngpnOEY4g_Fju3A/edit?tab=t.0#heading=h.qnvxspvzuegf
https://docs.google.com/document/d/1TnZ-7qKMGefmBXu-KgtxxUXCgkCbngpnOEY4g_Fju3A/edit?tab=t.0#heading=h.qnvxspvzuegf
https://docs.google.com/document/d/1TnZ-7qKMGefmBXu-KgtxxUXCgkCbngpnOEY4g_Fju3A/edit?tab=t.0#heading=h.7ybpmoi5mk3u
https://docs.google.com/document/d/1TnZ-7qKMGefmBXu-KgtxxUXCgkCbngpnOEY4g_Fju3A/edit?tab=t.0#heading=h.erd5ez5ok4rg
https://docs.google.com/document/d/1TnZ-7qKMGefmBXu-KgtxxUXCgkCbngpnOEY4g_Fju3A/edit?tab=t.0#heading=h.qxqbyjr87atj
https://docs.google.com/document/d/1TnZ-7qKMGefmBXu-KgtxxUXCgkCbngpnOEY4g_Fju3A/edit?tab=t.0#heading=h.qnvxspvzuegf
https://docs.google.com/document/d/1TnZ-7qKMGefmBXu-KgtxxUXCgkCbngpnOEY4g_Fju3A/edit?tab=t.0#heading=h.qxqbyjr87atj

Terminal Login

Login Screen

All Users (Back Office and Terminal) log in at the_SimpleConsign Login Screen.

Log Into a Terminal

The terminal is used for day-to-day operations and is where most users will spend their time in
SimpleConsign. You will need a Terminal for each workstation Cashiers log into.

Important Note: Once you log in, you only need to open a Terminal IF you are making sales.
You do not need to open the Terminal when entering Consignment or Store Inventory

Only one computer can be logged into each Terminal at a time. Logging into a Terminal with an
active user will kick out the user and not save their progress.

There are two ways to log into a Terminal:
e Logdirectly into a terminal from the main login screen.

e Log into the terminal via the Back Office.

Direct Login

There are three components to logging into the Terminal:

e Terminal Login ID - always starts with a T followed by 5 numbers.
e Terminal Password - set when the Terminal is created.
e User PIN - always a 4-digit number.

The Terminal Login ID and Terminal Password are shared among all users. Each user is assigned
a unique PIN that should not be shared with other users.

For assistance with creating a Terminal please visit the Create a Terminal article.

Below is the login screen with sample login data for a Terminal. You can choose to either log
into a Terminal or into Back Office based on the information you enter.

Once you have entered the Terminal Login ID and Password, click Login.


https://user.traxia.com/
https://user.traxia.com/
https://help.simpleconsign.com/hc/en-us/articles/20258328758029
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l Refer a friend. Earn $100. J

‘2.\(' SimpleConsign

Enter your Terminal or Manager ID and Password

Login ID T15888

Password  teessssssssssssesnnee Q@ ‘ |

Remember for 2 weeks

Forgot 1D Foepot Password

You will then be prompted to enter your user PIN. Enter your PIN and click Submit. You will

immediately be logged into the Terminal.

For assistance locating user PINs please visit the User Tab in Back Office article.

‘?;\(' SimpleConsign

You are logged in to Terminal
Front Desk

Please Enter Your PIN

PIN | Enter your PIN

@ Logout of Terminal



https://help.simpleconsign.com/hc/en-us/articles/21693134368141
https://help.simpleconsign.com/hc/en-us/articles/21693134368141
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Terminal Login via Back Office

You can log into a Terminal through the Back Office Dashboard tab. First log into Back Office.
then, click Log into Terminal.

If your store has multiple locations be sure the correct location is selected on the dropdown
before logging into Terminals from Back Office. If you have the wrong one selected, you will
ring up sales in the wrong location.

LOCATION MANAGER ACTIONS

Cailin's Pro St... v > Log into Terminal || Q Inventory Audit
IS ey Overview | Trends | Consignors | Categories

Then click the Log In next to the terminal you wish to log into.

Cailin's Pro Store v Terminals Open terminal in new tab
Front Desk Log In %)
T15888 - (EZEID
Side Counter LogIn®
719505 - EREEY
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Consignment Tab
Adding a Consignor

The Consignment tab can be accessed from both Back Office and Terminal.

When adding Consignors, it is important to search through the existing Consignor list to avoid
creating duplicate accounts. To add a new Consignor, click +Create New Consignor.

! v Q Enter consigr pacch Crtena hers X Clear Search
D Lagt First Balance Ofdest Active Entry Last Payout
HD HOUSE Dauphines Haley $0.00
JO1 Davis Jenny $0.00
sO1 Davis Seth $1256 41872024
sT9021 Doe Jane $0.00
ADY0 Donell Ay 000
JO6T54 Dovey Jessica $1.00) TR0
21- 40 of 143 Pravious New

If the new consignor has already been entered as a Customer, you can easily convert the
customer profile on the Customer tab to a Consignor account by selecting Make Consignor.

» Consignment
a Contact Information
VOCATON o | Make Consignor
3° nas VEOUL Nt A3T Nawe E,'-m P P
Jao Ao
™
. Ak
¥ Acaress
LT
£ |
v
H Other
"y o
t N o
e
Sore Cee Rpeaed Porey
N | ISR S | E | | =
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Editing a Consignor

To update an existing consignor's details, simply select the consignor from the list and choose
Edit Consignor Account or double-click on the name.

Dashboard FelREIRTINENTY (nventory Customer | Reports | Transaction | Vendor = Service ' User
Consignor eacr
LBS4 | Lavra Basler  Clear Selection  ESC

o Last First Balance Oldest Active Entry Last Payout
() CABTES Aviles Clara $000
553350 8 Yolanda $6 48 3142024
LB54 Baslor Laura $0.00
0] 1{:74] Bateman Tormamy {$7042) 1292024
N85 Bates Norman $4.86 10772024
B854 Bowers Betty $0.00

1-20of 143 Nexy




Contact Information
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When adding or editing a consignor, a range of information can be recorded. These details are
located on the left-hand side of the Add/Edit Consignor window under Contact Information.
Each consignor is linked to a customer account. Please visit our Create a Customer article for

more information.

ASYESR Corrigren

e Contact information
FRIT NAVE WOOLE Nave
Tomry

(17X
test@omall com
Pecnd 1

0759874745

9 Adaress

56 Sorngtas Drve

e

Revare Porty

LASYT nant

Esteman

SANTATICN

® Consignment

No Contract Seiectec - v EERRERENEIE

Detauilt Tiered Spiit
Percentage Lop Seat (hacows
60% Yom Catarmenad 380 0N
Lecamon DOy

v
Flat Spat

Sre Spie s 40

Allowed % Add .-.v“:r, AL

Aowed 0 £ *-v':r. Alowed 1 Prict Laoes

AN F Tvertae,

Iveniony ASCad Is Marked 33 “D0 Not Discount

S Consignor Fees &
Oiscounts
; i F WONT
L%t Say of month v
- "
< 2112024 222024

Pas vwond (hanged by uter

1 ) (K )
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Consignment

The details on the right-hand side of the Add/Edit Consignor window under Consignment
pertain to the consignor account.

AS Bt Consagyxcs

W Consignment
) coractintormstion 2

187 Z Auto Generate
FRS" NANE MOOLE NAVE LAST NAME

Tomer " CONSONOR ACCESS Pax B Cmlilx
omey Baterun
Cvar ORIANZAT N
fosi@omat com CONSONOR CONTRALY
> o corecswecn-~ (TR
L Pt D
6759875765
v
QAcdress Detault Flat Spint Tiered Spiit
STREET Percentage Soit s Spit changes
2 &% trom Cetermned D35 0n

56 Springiake Drve Locason oDy S0 price
city $TATe »

wak NS v o
- jtore Sout % &
= Other Store Soit % 40

Asowes 1o A03 invescey [l Asowes to Winara ievertory

TAX Bty TAX 1 NowaLA

Alowed o Eot m-w,or. Alowed 1o Print Labels
CUSTOMER CREOT
Store Craoe Rewsrd Points

> Consignor Fees &
- $ Consign

MONTWLY FEE FER CAv OF MONT™
m e Sy Y

FEL SRICAATON

eventory ASded s Marked 25 “00 Not Discount

Space 5
DRCONT e T START DISCOUNT EXD
2% 212024 22972024
% Actions

Password chanped by uter

S e | Concet & o

T G CORRPNT

Consignor ID

This serves as the account number for the consignor. By default, the system will generate a 6-

digit number for each consignor. These IDs can be manually changed as needed. Consignor IDs
may include both letters and numbers.

F


https://help.simpleconsign.com/hc/en-us/articles/20160291052813
https://help.simpleconsign.com/hc/en-us/articles/20160291052813
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Consignor Access

Consignor Access enables Consignors to manage their inventory and view sales history in one
central location. Further details can be found in the Consignor Access article.

Consignor Contract

More information about this feature can be found in the Consignor Contracts article.

Splits

By default, the consignor's account will inherit the splits from the location settings. However,
you can override these settings by selecting either the Flat Split or Tiered Split option for this
consignor.

v
Default Flat Split Tiered Split
Percentage Split is Split changes
60% from determined based on
Location explicitly selling price

Note: Changes will only apply to newly added inventory. If you need to update the split for all
available inventory, visit the Refactor Consigned Item Splits section.

Allowed to Add, Withdraw, and Edit Inventory

These options can be enabled in Back Office, Settings, and set for each consignor. View the
Consignor Access Setup article for more information.

Inventory Added is Marked as "Do Not Discount”

When enabled, new inventory added for the consignor will be excluded from automatic
discounts. This setting can be adjusted on individual items.

$ Consignor Fees & Discounts
Monthly Fee

The Monthly Fee, Fee Day of Month, and Fee Description fields allow you to charge consignors
a recurring fee. This is commonly used for rental fees in antique/vendor mall settings but can
also be applied to monthly membership fees at consignment stores.


https://help.simpleconsign.com/hc/en-us/articles/20163978595981
https://help.simpleconsign.com/hc/en-us/articles/20160233111693
https://help.simpleconsign.com/hc/en-us/articles/22820985743885
https://help.simpleconsign.com/hc/en-us/articles/22820985743885
https://help.simpleconsign.com/hc/en-us/articles/20163978595981
https://help.simpleconsign.com/hc/en-us/articles/20743663496589
https://help.simpleconsign.com/hc/en-us/articles/20743663496589
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Discount

The Discount Percentage, Start Date, and End Date fields enable you to apply specific discounts
to this Consignor's inventory, often used in antique malls for vendors or dealers. Please refer to
our Discount Types article for more details.

Credit Card Processing Fee

This option determines whether the Consignor will be charged a fee for credit card processing,
as configured in the credit card processing settings.

Bulk Update Inventory Splits

Use this feature to apply a new consignment split to all available items for this consignor.
Please view our Refactor Inventory Item Splits article for further instructions.



https://help.simpleconsign.com/hc/en-us/articles/20772433708429
https://help.simpleconsign.com/hc/en-us/articles/21840655612045
https://help.simpleconsign.com/hc/en-us/articles/22820985743885
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Add Consignor Inventory

Choose a Consignor

On the Consignment tab select the desired consignor by clicking on their name then click +
Add Consignor Inventory.

Checkout FernRnNEnIE Inventory | Customer  Retumns Transaction | Layaway Admin

4+ Create New Consignor | Pay Consignors With Pending Payouts Use old interface
' + Add Consignor Inventory & Edit Consignor Account

Consignor Search

718536 | Maisey Mouserton  Clear Selection ESC

131544

Testing

Calin

(85.25)

10 Last First Balance Oidest Active Entry Last Payout
199048 Borras Roxanne $50.00 121192023
$31393 Featherquill Sofie $7.50 1211972023
797448 Glitz Ritzy Rita $30.00 121972023
766359 Lacdy Fairy $0.00

12192023

Choose Defaults

This will open a window for entering consigned inventory for that specific consignor at the

specific location.

Be sure to review the information at the top of the inventory entry window to ensure both the

consignor and location are correct.

Before entering your first items check to see if any of the default options are appropriate for the
inventory you are about to enter.

% Add Consignor Inventory for Maisey Mouserton at Marvelous Em's Resale Boutique v Done
) Defaun Start Date £ Default Expire Date Detault Category v Do not discount Memo Pricing
Default hem Ertry v Q Search for existing tem or press Enter’ 1o add new tem New ltem +
Na™e Category Conaton Quantity Price Print Labe!

Search Above or Add New Item

Ortype Ctrl + I

10
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Enter Inventory

When you are ready to enter inventory, you can click New Item +, use the keyboard shortcut
Ctrl + I, or if you haven't moved your cursor from the search field - press Enter.

% Add Consignor Inventory for Maisey Mouserton at Spooky Paws Test Store v Done
(5) Default Start Dat ) Default Expire { Default Category Do not discount Memo Pricing
Defauht tem Entry v Q Searcht New Item +

Nameo Category Condton Quantity Price Print Lab
v UNCATEGORIZED Now 1 0.00 QO Copy u-
UNCATEGORIZED ~ Used 1 0.00
uPC
Extra Informaton Store Spit by Location Start Date Expire Date tem Fee
0% 127200202 /1772024 10.00
Vondor Do not discount Memo Pricing MSRP 0.00
_n Compare Price

e Copy - A copy of an item will be created and given its own SKU.
e X (Remove) - Will delete the specified item from the Add Store Inventory screen.

Submit Inventory Batch

After you've filled out the item's details, you can add more items using one of the shortcuts
outlined above. Click Done when you have finished entering all your items. The next section

details printing labels/tags.

11



Print Consignment Labels

There are several ways to print labels in SimpleConsign.

e Option 1: Print labels from the Add Consignor Inventory (Consignment tab) or Add
Store Inventory screen (Inventory tab) when adding inventory. Before clicking Done,
check the Print Label checkbox below New Item +.

‘?aé SimpleConsign

M Total terms )

Q
Md. Bl
. R
o
, Bea
Do
L0 Total Price Bt 151

* Add Consignor Inventory for Donald Anderson at J's

& Category n - LIM‘B

$ View Price Book « Done

New lem +

'-:,n
-0
= x |

12



‘2.\(' SimpleConsign

e Option 2: On the Consignment tab, select the items you wish to print and then click Print

Labels Check the Print Total Quantity to print the total quantity of those items.

Holday Traang

559588

197663
SJ1684
HWre30
AJ2268

Dashboard Consignment Inventory | Cuslomer

Consignor Search

Repoits | Transaction Suppher Service | User

+ Create New Consignor | Pay Consignors With Pending Payouts

Last

Frday
Geay
Harmmond
Jacobs
Jamas

Jenson

Inventory for All Consignors  Account Activity

Enter congignment inveniony Search critena here

v Q Enter consignoe seaech critena bere

First

Ja

Jennder
Joha
Suzy
]
Ange

o EESETS

ANY CATEQORY v § NOLABEL PRINTED v § ExpreDate v From Date %0 To Date Any Tog Color

Consignor  SKU Item Start
nen aows @ Heols (women, 6, Black) 1102025
2 wEe B B39 (Modium, Black) 192025
2 s B Bag (Small. Black) 192025
SC144 HO%e08 Top-Bution Down (White) 172025
SC144 D2STUT Top-Button Down (Black) 172025
SCi4 KNEBQD Tatke (Reund, Weod) 1772025
2 Tueveq  Oreen w&)& w&m Shalm'oa Design . urooe
Pr reot Paoe Prot Al

$12843%0
$51.3%
$000

$580 63

Expures
V112024
102025
V10025

2025

2028

VI202%

Show Oid nems

Status
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE

ACTIVE

41-600166 Previous Nax

Oidest Actve Entry

1262024
1212024
W122024

4102024
12024

L
$1000 1
2000 1
$1000 1
$2000 1
2000 1
§$10000 1
M0 1

x Clear Search

Last Payout

1-200458 New
D Payout History
4 Moy Selected

NOW ST
NOCHANGE v

NEW START OATE

NOW DOPRE OATE

NEW TAS COLCR

No Change

Submit Changes
Priet Totsl Quansity

You can limit the items shown by selecting the status of NO LABEL PRINTED to view only the

items that have not been printed.

13



Option 3: On the Consignment tab or Inventory tab, click on an item's SKU to view the

"}a(' SimpleConsign

details. You can enter the number of labels you'd like to print for that item, then click Print

Labels button.

ANY CATEGORY

Consignor SKU

s7675  [B8786K]

NO LABEL PRINTED v  Expire Date v From Date o To Date

Item
Wine glass 2

Start Expires
12/15/2023  2/13/2024

B87B6K - Wine glass 2 [[E0

Details Images  History  E-commerce

© Basic Information (SKU: B87B6K)

NAME
Wine glass 2

CATEGORY VENDOR
WINE GLASS v

DESCRIPTION / EXTRA INFORMATION

& Stock Information & Pricing

QUANTITY USED

|

RETAL MSRP DISCOUNT DO NOT DISCOUNT
15.00 000 0%
S View Price Book

& Print Labels 1

Discounts

—

14
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Batch printing

Adding inventory automatically creates a batch. You can print the batch by navigating to the

Inventory tab and selecting View Batch History.

Dashboard | Consignment SINPNNRRY Customer Reports | Transaction Vendor Service User

LOCATION ACTIONS

Js v + Add Inventory | @ Inventory Transfer | (# Bulk Inventory Edit | 'O View Batch History

Next, click Include Consignment Batches.

Inventory Batch History for J's

Inciude Consignment Batches 8
Date Employee Batch Number Item Count Total Cost
5/9/2024 Joe Owner Consignment 3 N/A

Double-click on the batch, check Print All, and then Print Labels.

Js 502024
Print Al
Sku Name Quantity  Condition Cost  Retail Label
ATEWS Red Hoodwe 1 used $000 $26.00
YQ&83CH Red Hoode 1 used $000 $26.00
NARXH4 Red Hoode 1 used $000 $26.00

& Print Labols Print Total Quantty

15
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Consignor Payouts

Pay Out Individual Consignors

1. On the Consignment tab, click Consignor Search and select the desired consignor by
clicking their name.
2. Click the Pay Out button.

Dashboard Consignment [EECIE Customer | Reports Transaction Vendor | Service  User

F— ——
797448 | Ritzy Fota Gtz Clear Selection ESC + Add Consignor Inventory | & Edit Consignor Account

[ +] Last Frst Batance Oldest Actve Entry Last Payout

199048 Bomas Roxanne ($50.00) 121132023

766359 Lady Fairy $000
71855 Mousertion Masay $000
131564 Tosting Cadn $000

Inventory for Ritzy Rita Gitz  Account Activity O Payout History Delete Entries

1. There are two methods for processing payouts:
o Paying out a specific amount.
o Paying out on items.

Payout Consignor: 797448 - Ritzy Rita Glitz x

O Pay cut a specific amount ® Pay out on toms

16
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Pay out a specific amount
This method adjusts the consignor’s account balance but does not reconcile individual items.

Steps:

1. Enter the payout amount.
2. Select the payment type.

o (Optional) If paying by check, enter the check number.

o (Optional) Add notes to provide additional details about the payout.
3. Click Submit Payout to complete the process.

Payout Consignor: 797448 - Ritzy Rita Glitz XSS TGRS EREERESH ) x

® Pay out a spociic amount Pay out on Bems

e e e Taat Bl

Pay out on items

This method adjusts the account balance and marks selected items as paid.
Steps:

1.
2.

Select the cutoff date to limit the payout to entries on or before that date.

Specify whether the cutoff date applies to the Entry Date or Expire Date of the consignor’s
account activity.

3. Choose the payment type:
o Options:

SimpleACH (must be enabled at the_Store and_Consignor level)
= (Cash

= Check - If paying by check, enter the check number.
= Store Credit

4. Add notes to provide additional payout details (Optional).

17
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5. Click Submit Payout to finalize. If printing both a check and a detailed report, the check
will print first.

Payout Consignor: 797448 - Ritzy Rita Glitz

x
Pay out a speciic amount ® Pay out on tlems
Payment Type v Add te about the payout
Inal Payout Amount 30.00
Addticnal Store Credit Amount 3.00
Total Payout Amount
Item Activity Cutof @ 012192023 by ®Enty Date O Expie Date
Entry Date Expro Date Description Amount Location
Spooky Pi
1212023 6/16/2024 Haunted 1920's Engagement Ring $30.00 SPOORy VU

Test Store

1 items selected totaling $30.00 ZER PP TR Submit Payout at Spooky Paws Test Store

Handle Negative Account Entries

If the consignor’s account has a negative entry you want to include in the payout, ensure it is
selected along with the other items before submission.

Cash Payouts

If cash is not available as a payment option, you are either processing the payout from Back
Office or from a Terminal that has not yet been opened. For more details, refer to:

e Back Office vs. Terminal

e Logging Into a Terminal

e Opening a Terminal

18
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Pay Out Consignors in Bulk
1. To process bulk payouts, click the Pay Consignors With Pending Payouts button in the

Consignment tab.

Consignment LRI Customer Reports Transaction  Vendor Service User

Pay Consignors With Pending Payouts Use cid interince

Consignor Search 4+ Croate New Consignoe

TOT448 | Rzy Ra Giez  Cloar Selection ESC 4+ Add Consignor lvventory

10 Last Fest Balsrce Oidost Active Erty Last Payout
199048 Boras Roxarne ($50.00) 121N2023
531303 Foatwogall Sofe $0.00
Te8s Lady Fary 000
718536 Mousenton Mooy $0.00
131544 Testng Cann $0.00

2. Enter the minimum payout amount. Consignors with balances below this amount will

retain their current balance.

Search Filters Payout Options
Min Payout Amount 8 0.00 Payout Type SimpieACH v
Cutoff Date & 252025 Clear Check Date £ 2152025
© Cutof! by @EntryDate (OExpire Date  Beginning Check # #
» Most Consignors/Vendors want to be paid with direct deposit/ACH. Start using
SimpleACH today.
Apply Filters And Search
Total Payout:
D First Name Last Name Amount Check # Location

Please select apply filters to begin

Print Preview of Reports Submut Payout at Holiday Trading Post
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3. Select the Payout Type.

Options:

SimpleACH (must be enabled at the Store and Consignor level).

Check - If paying by check, enter the check date and beginning check number.

Store Credit.
Cash payments are not available for bulk payouts.

4. Choose the cutoff date to limit the payout to entries on or before this date.
5. Specify whether the cutoff date applies to the Entry Date or Expire Date of the consignors'

account activity.

20
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6. Click Apply Filters and Search to view consignors eligible for payout based on the

selected filters.

® N
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Uncheck any Consignors you do not wish to include in the payout.
Submit Payout at your store.

Hobday Tradeg Post v Payout History

Showing Batch 307 SChecks  SANPayout Reports  §8 Batch Summary Report % Void Batch
Bach (D Consigner Payout Date Cutioff Date Type Amount Actons
01 Saby Ames 232025603PM 202005 CHECK - 1000 $41900 XVoid T Report
o1 Harry Beaton 232025 6.03 PM 22028 CHECK- 1010 $453 xVoid I Report
07 (IR Carol Bresin 202025603PM 202005 CHECK- 1020 521500 XVoid B Report
W (S Frea Campbel 232025603PM 202008 CHECK - 1030 $67185 XxVoid T Report
0 S Jotn Cofey 232025603PM 20005 CHECK - 1040 $I719¢ XVoid T Report
07 Jan Edpecomd 2I2025603PM 202005 CHECK - 1050 $5078¢ XVoid T Report
W01 SR Kenoedy Foed I025603PM 202005 CHECK - 1060 S4338) xVoid TR Report
N7 ED Jeonter Gray 232025603PM 202005 CHECK - 1070 $122480 XVoid T Report
7 John Hammond 232025603PM 202025 CHECK - 1080 $5135 XVoid T Report
W ETRIIR Sabrea James IS AOIPM A0 CHECK - 10810 st xVoild TR Reoort
1-200027 Nag
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Inventory Tab

The Inventory tab can be accessed from either Back Office or Terminal.

The level of access is the same in both places, but some actions may be restricted on the
Terminal side depending on your user permissions.

Back Office

Dashboard | Consignment Inventory Customer | Reports | Transaction Vendor Service User
Calin's Pro Store v +Add Inventory (Z Bulk lnventory Edit | D View Batch History

Q Enter inventory search criteria here X Clear Search
ANY CATEGORY v ANY STATUS v ANY BRAND Al Invventory v Qty more han 0 v
Category SKU Item Cond Price Quantiy Status
Terminal

Checkout | Consignment SRIRRGY Customer Returns | Transaction | Layaway | Admin

OR SEARCH

Al Locations v + Add Inw-ntory - lnwnk)ly Transfer | (Z Bulk lnventory Edit | D View Batch History

Q Enter inventory search criteria here % Clear Search
ANY CATEGORY v ANY STATUS v ANY BRAND Al brrventory v Qty more than 0 v
Location Category SKU ltem Cond Price Quantity Status

Start an Inventory Batch + Choose Defaults

Select the desired location from the location dropdown then click + Add Inventory. This will
open a window for entering Store Owned inventory.

#* Add Store Inventory at Cailin's Pro Store Price Book Enabled v Done

Defauk Category v

DefaR NomEntry v Q  Search for existing tem or press ‘Enter’ 10 add new item Now ltem +

Name Category Condtion Quantey Cost Price Print Label

Search Above or Add New Item

Ortype Ctrl + I
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Enter Inventory

SimpleConsign

When you are ready to enter inventory, you can click New Item +, use the keyboard shortcut
Ctrl + i, or if you haven't moved your cursor from the search field — press Enter.

% Add Store Inventory at Cailin's Pro Store Price Book Ena v Done
Defauk Category v
Defau n E v Q New ltem 4+
A Category Conditen Quantey Cont F Prot Labe
- UNCATEGORIZED Used 1 0.00 0.00 acor [
O UNCATEGORIZED v L’sec 0.0¢
Brand Color Size UPCs
Extra Information Existing Quantity
0

Vendor v u E.Commerce ltem MSRP

n Compare Price
e Copy - Will make a copy of an item that will be given its own SKU.
e X (Remove) - Will delete the specified item from the Add Store Inventory screen.

Submit Inventory Batch

After you've filled out the item's details, you can add more items using one of the shortcuts
outlined above. Click Done when you have finished entering all your items. If you'd like to print
labels for all the items you've just entered, check the Print All checkbox by the Done button

first.
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Checkout Tab

Open the Terminal

The Terminal must be open to make sales. If you're unfamiliar with that process, please review
the_Open a Terminal article to learn more.

If you see the following message, you need to open the terminal before continuing.

TERMINAL CLOSED FOR TRANSACTIONS

To open, click on Admin tab, click Open Terminal button,
and enter amount of cash you are opening register with

Add an Item to a Transaction

There are four ways to add an item to a transaction:

Scanning the Barcode.

Searching for the Item.

Line-Item Entry.

Add New Item Shortcut (usually used in antique malls).

hobd

o e o 1@ Consignment | Inventory | Custome

¢ |

Scanning the Barcode

First, click inside the search bar next to the green tag. Then scan the barcode or enter the SKU.
The item will automatically be added to the transaction.
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Searching for the Item

Click inside the search bar next to the green tag. Type in a short description of the item name
you want to find and press the "Enter" key.

& Shirt Q

SimpleConsign will search your inventory and display the search results. If no items match your
search, a new blank item will be added to the transaction. You can enter the item details to
quick add the item to the sale.

Please select the tem you are looking for

CLOTHING 4ZXXRF New Wt Nascar Dale Eamhardt 23 Ls T Shirt Boys 8 Used 0 $1.06 ACTIVE
) il K 21 St
} FBZY $1 ACTIVE
-
Try Another Search Found My Item Add Similar Item Enter Item Manually
(rew search by dflerert (select tem, adds to gty if (rew fdeen new SKU, new gty (erter rm informabon
search erm) 284y wrverfiory) wi same data) mysel®)

If you did not find the item you were looking for you can click the Try Another Search button
and search again. If you find your item and wish to add it to the transaction, either double click
on the item or select it by clicking it once and then clicking the Found My Item button.

You can add a new item to your inventory from here. If you wish to take some of the details
from another item that had been previously entered, you can select that item and click the Add
Similar Item button and edit the details from there. You can also add a blank item that will
have the name of whatever you searched for by clicking the Enter Item Manually button and
you can fill in the rest of the details.
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Line-Item Entry

The line-item entry feature streamlines the process of adding items to a transaction during
checkout. It includes clearly labeled column headers to help you quickly view and input key

item details.

- -~ ~

= ~

~

e g consignment Inventory | Customer Returns | Transaction Layaway Admin

& Scan or enter sell item here. Q +Sell 0 & Scan or enter buy item here Q <+ Buy

TR tem Name Category Discount Quantity Price Total Price 1
UNCATEGORIz v %

You can navigate through the entry fields by tabbing over to populate the required information.
Press "Enter" to finalize the item and add it to the transaction. A new entry line will
automatically appear if you need to add additional items.

Checkout EoeUSellnEll Inventory.CustomervReturns.Transaction Layaway Admin

& Scan or enter sell item here, Q +Sell o & Scan or enter buy item here... Q < Buy
DTS Item Name Category Discount Quantity Price Total Price i
548405 Ton | Baseball cap UNCATEGORI: v % | | |

» Blue shirt UNCATEGORIZED 1 $12.00 $12.00
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This feature is enabled by default but can be hidden if needed. To hide, click the "three dots"
icon and select Hide Line Entry Area.

LT d Consignment Inventory | Customer Returns | Transaction Layaway Admin

& Scan or enter sell item here Q +Sel o & Scan or enter buy item here Q +B8y
Item Name Category Discount Quantity Price Total Price
UNCATEGORI: v % Bulk Pnice Override |
|
> Blue shirt UNCATEGORIZED | Hide Line Entry Area |

Add New Item Shortcut (antique mall shortcut)

This shortcut allows you to add an item to your inventory and sell it in the same transaction
and is often used in antique malls. Click inside the search area next to the green tag and type in
an item using the following format: "ConsignorID Price ItemName". See example below.

& 132995 10.00 Antique Lamp Q

Important Note: The dollar amount must include two decimal places, as shown above.

Press the "Enter" key and a new item will be added to the transaction. You can then click on the
item and fill in any additional information.
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How To Discount at Checkout

Types of Checkout Discounts
Item Discount

Percentage

You can discount an item by a percentage by clicking to expand the item at checkout and
selecting the Percent option for Discount. The percentage entered will only be applied to that

1tem.

[oneemy Consignment Inventory Customer Returns Transaction | Service Layaway Admin

@ Scan of enter il Bem here Q +54 O @ Scan or ener buy e Q +8y Son.

[ Comngnee I Price -

v JEWELRY AS IS (David Yurman, men, 8, 18k Gold) 10%OFF  $134.10 Loy

Category JEWELRY v Consignor Cunrent Transaction

. AS 0
Name SIS Discount % 0
Faemily Geowp Men v Discount Total $149
Brand David Yorman Buy Tetal $ 000
Color 18k Gold Sel Total $ 1410
Size 8 SeniceTorl § 000

GtCardTotal $§ 000

UPCs

Descripticn Subd Totad $ 134N
SKU Sales Tax s 0

5 Grand Total  § 13410
Retad s 14500 Online Sale (No Tax)
Quantty 1 Override Sales Tax
Discouet Amount No Override v
(cu] = e

@ Sell n«nn

M
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Amount

To discount by a specific amount, choose the Amount option for discount. The amount will

reduce the item's sell price.

Complete Transaction Cancel Transaction Save Transaction

lole e Consignment Inventory Customer Returns Transaction | Service Layaway Admin

‘2\(’ SimpleConsign

& Scan Or enes Duy fem here Q +8uy

Use Reward Points

@ SCan Or entes Se4 fem hére Q +54 O
e

v JEWELRY ASIS (David Yurman, men, 8, 18k Gold)
Categoey JEWELRY v Consignor
Name AS IS

Family Grovp M v

Brand David Yorman

Color 18 GoMd

Size 8

UPCs

Description

SKU

s

Retail s 14500

Quantiy 1

m

& Sell ltemn n

Customer
Soarch for 3 customes
Layaway
| Current Transaction
Discount % 0
Discount Total $20.00
Buy Total $ 000
Sel Total $ 12900
ServicoTord § 000
GRCadTotel § 000
Sub Totd 12900

S
Sales Tax § 0
Grand Total $ 12900
Online Sale (No Tax)

Override Sales Tax
No Override v
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Transaction Discount
Percentage

You can discount all items on the transaction by a specific percentage in the Current
Transaction box to the right — Discount %.

e emd Consignment | Inventory  Customer Returns Transaction Service Layaway Admin

@ Scan Of enter S64 Rem here Q +5a O & Scan of enter buy fem hate Q +Buy Customer
arch 2
[ Consignoe JLTLS Price
» JEWELRYAS 1S (David Yurman, men, &, 18k Gold) 15% OFF  $12655 Layaway
Current Transaction
Discount %
Discount Total $2235
Buy Total $ 0
Sel Total $ 12665
Service Total $ 0.00
GRCudTotal § 000
Sub Total $ 12665

Sales Tax $ 0
Geand Total  § 12665

Online Sale (No Tax)

Override Sales Tax
No Overrice v

& settnern [f)

S." s ll“- R""d o=
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Coupon

Important Note: The discount methods above will decrease the amount the consignor will get.
The split is calculated based on what an item sells for, not the retail price. If you'd like to
discount a transaction and not impact the consignor's split, use the coupon method.

You can create an item with a negative retail value and add it to the transaction.

e Consignment | Inventory | Customer | Returns  Transaction | Service Layaway Admin

@ 56N O enter S48 Bem hese Q +54 @ & Sca Q +8 Customer

» JEWELRYASIS (David Yarman, men, 8, 18k Gold) $149.00 oYy

» UNCATEGORIZED Coupon Current Transaction
Discount % v
Discount Toral $500
Buy Total 0.00

$

Sell Total $ 18400
Service Total $ 0.00
GRCoadTotdd § 000

Sub Totad $ 14
Sales Tax S 000
Grand Total $ 14400

Online Sale (No Tax
Override Sales Tax

No Override v

@ Sell lteen n

Using this method will deduct a specified amount from the transaction, but the selling price of
the item stays the same.

Impacts on Store Split

Stacked discounts: When an item has both an item discount and a transaction discount, the
item discount is applied first then the transaction discount is applied to the already discounted
price.

The store split is calculated based on the price the item sells for. Ex: If you sell a $10 item for
$8, the split will be calculated from the $8 selling price instead.
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Add a Customer to a Transaction

In Terminal, navigate to the Checkout tab and make sure the terminal is open.

[aneerg Consignment  Inventory Customer Returns  Transaction  Service Layaway | Admin

Y oy Q + o & f Q +6y

[ Connigaee JLUL Price

Customer

Terminal « »@' 4 . o

—

ATESTU, ¢

Add an Existing Customer

If you'd like to associate a customer to a transaction, start typing their name into the Customer

field and select their name from the dropdown you'll see as you start typing.

Customer
Pet

Peter Parker
Peter Quill
4+ Add New Customer "Pet"

| S =

Once you have a customer selected, their name will turn blue and will be underlined.

Customer

Peter Parker

Ix

Layaway
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Add New Customers
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If this is a new customer, you can create an account by selecting the + Add New Customer

option from the customer list.

Customer
Peters|

<+ Add New Customer "Peters"

This will open a new window to enter Customer information. Additional details_can be added

later.

Create New Customer x

First Name* Last Name*

Peters

Email
Phone (EEIZES
Loyalty ID qEEEEaS

Tax Exempt

Enter tax ID here
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Sell a Gift Card

To sell a gift card, go to the Checkout tab and click the Sell Gift Card button.

This will add a new item to the transaction.

& n m Q +5¢ @ & = o anler buy Rem here Q +Euy Customer
Search for a customer
Iten Name Category Discount Quantity Price  Total Price 1
v Gin Card Layaway
Amount $ 0.00 Current Transaction
Scan Barcode / 0
Unique Gift Card id Discount %
No barcode Discount Total $000
Node: I you donT enfer & Darcose/NT Card # you will not be adie 10 Check balance
 x Remove JRERRCHY s 000
Sell Total $ 000
Gift Card Total $ 000
Sub Total $ 000
Sales Tax $ 000
Grand Total $ 0.00
Oniine Sale (No Tax)
Overnde Sales Tax
No Overice v
© Gift card n
CM i >
» SAVED TRANSACTIONS SEARCH SAVED TRANSACTIONS

Enter the Amount the gift card is being sold for. Enter or scan the gift card number in Scan
Barcode / Unique Gift Card ID.

If your gift cards do not have a unique ID and/or you do not want SimpleConsign to track gift
card balances, you can check the No barcode checkbox.

Gift cards are not taxed and are not considered sales until they are redeemed. Once you have
entered the Gift card details, you can continue to add items to the sale or complete the
transaction.
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Accept Payment for a Transaction

When you're ready to complete the transaction, click the Complete Transaction button. This

will open the payment screen.

o= g Consignment Inventory | Customer | Returns Transaction Layaway Admin

Scan o¢ enter sell fem here Q +se @ Scan or enter buy Bem here Q +8uy Customer
ok Poter x
| Coasigeor UL Price
» CLOTHING JEANS $12.00 Layaway
» JEWELRY Infinity Knot Diamond Necklace (6, 18kt Yellow Gold) $350.00 Current Transaction
Discount % 0
Discount Total $0.00
Buy Total $ 000
Soll Total $ 36200

GaCadTowd $ 0.00

Sub Total § 36200

Sales Tax $ 060

Grand Total $ 6260
Oniine Sale (No Tax)

Overnde Sales Tax
No Override v

$ View Price Book

@ sellioms [

Comploto Transaction Sell Gift Card Use Roward Points

Choose the payment method and click Complete Transaction. The $ buttons on the right are

quick keys for adding cash payment.

Payment Information

CUSTOMER AVAILABLE CREDIT  REWARD POINTS IS CONSIGNOR
rock Peters x $0.00 0 No
CASH ]
Add Credit
CHECK

Card
CUSTOM PAYMENT TYPES
PAYPAL Redeem Gift
VENMO Card

TOTAL DUE TOTAL TENDERED BALANCE

$362.60 $0.00 $362.60
%/

NO RECEIPTS CREDIT CARD CREDIT CARD «
RECEIPT ONLY CUSTOMER COPY

Complete Transaction
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To add custom payment types, see the Payment Type Options section.

Available Credit

Available Credit is the total amount of money the customer has available to spend in store. The
amount is based on customer store credit and (if they're also a consignor) consignor balance.If
your company is multi-location and has Use customer store credit and/or Use consignor
balance across locations enabled, then Available Credit will be the total amount available to
spend in store across all locations. If in one location, there's a balance of ($100.00) and another
location has a balance of $50 then the consignor will not have any available credit.

Examples:

¢ John Smith is a consignor with $50 in consignor balance and the store offers 10% in
additional store credit percentages. He has no money in customer store credit. His available
credit would be $55.

o $50 in consignor balance + $5 in additional store credit (10% of $50)

e Cody Martin is a consignor with $50 in consignor balance and $25 in customer store credit.
The store does not offer additional store credit percentages. His available credit would be
$75
o $50 in consignor balance + $25 in customer store credit
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Check Gift Card Balance

To check the balance of a gift card that was sold in SimpleConsign, navigate to the Admin tab
in the Terminal.

Scan the barcode or type in the gift card number in the gift card field. Then, click the Check
Gift Card Balance button.

Checkout | Consignment | Inventory | Customer | Returns | Transaction | Service | Layaway FXslais

Close Terminal 2 Add Cash To Drawer C3 Withdraw Cash v Run End Of Day Process

GIFT CARD LOOKUP TRAXIA PRINT SERVICES REMOTE SUPPORT
| Gift Card Number / Barcc EDNA @
0.9.9.14 SimpleHelp

Check Gift Card Balance Up to date Download Remote Support
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Void a Sale

To Void a Sale, go to the Transaction tab, find your transaction, and double-click it. Click the
Void Transaction button at the bottom right and enter the REASON FOR VOID.

J 122002023 Front Desk Joo Owner n
Type  Sku Name Quantity Item Price Cost Discount Price Date
- 1IXRCTY WINE GLASS Wine glass 1 1 $11.00 $0.00 $11.00 122002023
Payments BuyTotal § 000 SubTotal $11.00
MC $11.00 SeiTotsl  $11.00 SalesTax S 0.00
Service Total $§ 0.00
Gift Card Total § 0.00 Grand Total § 11.00
& Print Receipt | £ Gift Receipt X Void Transaction

Important Note: You cannot Void a transaction after the End of Day Process has been
completed. Instead, process the refund through the Returns tab.
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Returns

The Returns tab is used to refund money for an item that has been sold.

Checkout | Consignment | Inventory | Customer F=¥Strl |ransaction | Layaway | Admin

Returns Customer Lookup
Scan Barcode or Enter transaction invoice ID Q Search for a customer

Name SKU uUPC Price Quantity Return

To make a return, you must first have the receipt or the invoice number. If you do not have a
receipt, you must find the invoice number.

You can find the invoice number several different ways:

e Ifyou associated the transaction to a customer, you can find the invoice number by
navigating to the Customer tab, searching for the consignor, and viewing their
transaction history.

e Scan the tag of the item into the search field of the Inventory tab, click on the item, and
then select the View Transaction link under the item's history.
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You cannot scan the barcode/SKU in this search box. You must use the barcode on the bottom of
the receipt or type in the invoice number.

Once you have the invoice number or receipt, type in the invoice number or scan the barcode
on the receipt to bring up the transaction.

Checkout | Consignment | Inventory | Customer F=¥irg |ransaction | Layaway | Admin

Returns INVOICE DATE Customer Lookup
Scan Barcode or Enter transaction invoice 1D Q ¢ 12/12/2023 Sarah Awesomesauce X
Name SKU UPC Price Quantity Return
Dinosaur hula hooping socks 1JASSU 15.00 1
Holiday T-Rex holiday sweater 6BWLR9 28.75 1

Check the item(s) you'd like to refund and then click the Return button.
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Store Credit Refunds

You will only be able to refund to Store Credit if you have a customer selected. If you did not
add a Customer to the Transaction when making the sale, you can add them on the Returns tab
to complete the refund to Store Credit.

Checkout | Consignment | Inventory | Customer F=¥Starl |ransaction | Layaway | Admin

Returns INVOICE DATE Customer Lookup
Scan Barcode or Enter transaction invoice 1D Q 3 12/12/2023 Sarah Awesomesauce X
Name SKU uPC Price Quantity Return
Dinosaur hula hooping socks 1JASSU 15.00 1
Holiday T-Rex holiday sweater 6BWLR9 28.75 1
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Input the refund amount into one or more of the refund methods and then click the Complete
Transaction button.

Payment Information

Payout Amount: $4.00

CASH
MC 0.00/ Max: $4.00 n
GIFTCARD BARCODE/#
(J No Barcode

STORECREDIT

PAYOUT TOTAL

Complete Transaction D ) Cancel
NO RECEIPTS CREDIT CARD

RECEIPT ONLY

Credit Card Refunds

You will see a refund to a credit card if a credit card was used as a payment type in the original
transaction.
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Close a Terminal

End the Day

At the end of the day, the Terminal should be closed so the expected and actual cashflow can be
reconciled. On the Admin tab of the Terminal click Close Terminal.

Checkout Consignment | Inventory | Customer | Returns | Transaction | Layaway JEYT

Close Termanal 3 Add Cash To Drawer & Pop Cash Drawer + Run End Of Day Process

GIF T CARD LOOKUP SIMNPLECON SIGN PRINT SERVICES REMOTE SUPPO
..
1M Gin Card Number / Bare EDNA
0.99.14 SimpieHelp

Check Git Card Batance m Download Remote Suppor

Count the Drawer
The system records your starting balance, payments, and payouts throughout the day

Counting the drawer at the end of each business day helps to reconcile this process. Enter the
amount collected for each listed payment type.

The credit card totals will autofill with the expected amount, but those totals should still be
checked to ensure they are accurate.
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Be sure to count all cash in the drawer, including your opening amount, as it will be accounted
for in the End-of-Day Process.

Close Terminal

Please check values below against actual card
charges and correct if needed
Cash Ending Total 0.00
£33 MC Total 0.00
=2 VISA Total 0.00
&= AMEX Total 0.00
& DISC Total 0.00
£ Debit Total 0.00
# Check Total 0.00
PayPal 0.00
Venmo 0.00

Close Terminal

Once you've entered the totals, click Close Terminal.
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Complete the End of Day Process

End of Day Process
It is important that you run this process at the end of each day you are open for business.

This process compares your expected and actual totals. Your expected totals are calculated by
SimpleConsign based on sales, payouts, returns, etc. Your actual totals are based on your drawer
count when the Terminal was closed.

Ensure All Terminals Are Closed

Before the End of Day Process can be completed, all Terminals must be closed.

Important Note: Closing the browser tab, logging out, and shutting down the computer will
not automatically close the Terminal.

Begin End of Day Process

This is a process that can be completed from either Back Office or Terminal. On the Terminal
side an_override can be setup that restricts the action to manager level users and above.

Terminal

On the Admin tab in any Terminal you'll find the option to Run End of Day Process.

26 arminal ~ @ & ) 8 &TESTU
/,\( Terminal alin’s Pro St Front Desk WMATS NEW  SUPPORT  USERGUIDE  PRINTERS ADMIN

Checkout Consignment Inventory Customer | Returns | Transaction | Service Layaway JEYta
Frey—

Back Office

The option to Run End Of Day Process is also located on the Dashboard tab in Back Office. If
you have a multi-location company, be sure to select the appropriate location from the
dropdown first.

2¢ | Back Office ~ : ® # @ 8 ° STESTU o

N pilin's Test Store WHAT'S NEW SUPPORY USER GLIDE PRINTERS SETTINGS ADMIN

srTaer 2l Consignment | Inventory | Customer Reports  Transaction Vendor Service User

PROFESSIONAL
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Complete End of Day Process
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The top half of this window displays the store totals for the day. The bottom half displays a
breakdown of your individual terminals.

End Of Day

Side Counter (130%6)

Cancel End of Day

Expacied
Cash Teeal W
Check Total 00
MC Total 000
VISA Total 000
AMEX Total 000
OISC Yol 000
Oeba Tota 00
PayPa 000
Venmo 000
Total 31000
OverShont
Terminal Beoakdown
Front Desk (1192%6)

Expecied
Cash Tonal 000
Check Total 000
MC Total 00
VISA Total 000
AVEX Total 000
DISC Towal 000
Debi Tosa 00
PayPal 000
Venmo 000
Tetal 000
Ovet/Shont

Store: Cailin's Pro Store

Actua
000
000
000
000
000
000
000
000
000
000

(310.00)

Actaal

000

000

Adpst Cash In
Amount

Note

Adjust Cash Ot

Amount

Note

If the Terminal is Over/Short, you can recount your cash drawer, checks, and credit card
receipts. Fix anything that may be off. Click Finalize End of Day. If you are unable to reconcile
and need to come back to the process later, choose Cancel End of Day instead.

Once you Finalize End of Day, you will not be able to alter these numbers. Be sure that they

are correct before finalizing.

46



