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Section 1:  Introduction to AlphaPawn.net.net 
 

1.1 Overview:  AlphaPawn.net
©
 is designed to provide Pawnbrokers the simplest and most efficient tool for 

managing their business.  Every time you open the AlphaPawn.net
©
 program you will first see the Main Menu  

screen (see Figure 1.1 below).  The Main Menu screen contains two areas from which the user can navigate 

through the program:  the óToolbarô functions across the top of the screen, and the óIconsô in the center of the 

screen.  From the Toolbar section of the Main Menu screen you can select Main Menu, Administration, 

Store Management, or My Auctions.  Additionally, within the Tool Bar you will also find Customer Look 

Up, Menu, Tools, Help, Lease Terms and the GlobalPawn Price Guide.  The Icons contain those functions 

used for the daily business activities of the Pawn Shop (see Section 1.3). 

 

Note:  Function Keys.  AlphaPawn.net
©
 uses Windows technology, which is a significant improvement over 

the old DOS system.  However, for ease in navigating throughout the program, many functions are also 

programmed with Function Keys in addition to the mouse (such as the F1 Key that takes you to the 

GlobalPawn Price Guide, or the F7 Key, that takes you to the Customer Look Up function).  Thus, one can 

easily move between screens directly from the keyboard without having to constantly go back to the mouse.  

This feature will be seen throughout the program. 

 

1.2.  System Login.  Upon first opening the program, the User will be asked to ñLoginò on the Main Menu 

screen using his User Name and Password.  Each employee must ólog inô to work at each and every 

workstation from which they will work.  The System Login is shown in Figure 1.1 below.  User Names and 

Passwords are assigned by the System Manager, and are discussed under the Store Management section 

(Section 4) of this manual.   
 

 
Figure 1.1:  System Login on the Main Menu screen 
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Figure 1.2:   

 

 
Figure 1.3:  End-of-day General Ledger Routine 

 

1.2.a. Accountability.  If óTurn On Accountabilityô is selected, the screen at Figure 1.4 will appear.    

Accountability On  means that AlphaPawn.net
©
 maintains financial accountability from day to day.  This is 

necessary to have valid financial reports, and forces the user to close accounts at the end of the work day if 

AlphaPawn.net
©
 is turned off, and open cash drawers upon opening AlphaPawn.net

©
.  If óAccountability 

Onô is the desired mode for operating AlphaPawn.net
©
, the choice shown on the End-of day General Ledger 

Routine will alternate to óTurn Off Accountabilityô and will appear in the spot that óTurn On 

Accountabilityô previously was (as see in Figure 1.3 above).      
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Figure 1.4:  Accountability On Screen 

 

 
Figure 1.5:  End of Day Routine Completed Screen 

 

1.3. The Main Menu.  Once the User has correctly entered his User Name and Password and is óLogged 

In,ô the Main Menu  Screen will appear as in Figure 1.2 below.  This screen lets the user go to those areas used 

in the normal daily business, and contains the following 5 Icons:  Loan, Sale, Purchase, Layaway, and 

Repair.  (Notice that the Loan icon appears larger because the ómouse cursorô was over this tab when the 

screen shot was taken).  These functions are discussed in detail under the Main Menu Section (Section 2) of 

this User Manual. 

 

 
Figure 1.6:  Main Menu Screen (as seen with the Curser over ñLoanò) 

ñMouse-Over Effectò shows the Icon 

enlarged the when mouse is placed 

over it.  See Definition, Section 1.8.b  
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1.4.  Administration Menu. The Administration  menu is where you enter company settings, get and send 

Reports, manage Inventory, and manage and administer regulations, tax rates, loan rates, etc.  The 

Administration  Screen is shown in Figure 1.3 below.  The 6 Icons within Administration are Customers, 

Vendors, Inventory, Cash Manager, Time Clock, and Reports.  (In this case the ómouseô is over the 

Inventory  icon, making it larger).  The Customers, Vendors, and Inventory  sections are straight-forward and 

easy to navigate and understand.  The Cash Manager section requires a separate Authorization Code to use, 

and the System Administrator can thus make this area restricted and available only to certain employees.  The 

Reports section provides a complete Work Reports component for Loans, Inventory, Purchases and Police 

Records.  All  are discussed in detail under the Administration Section (Section 3) of this User Manual.   

 
Figure 1.7:  Administration Screen (as seen with the Curser over ñInventoryò) 

 

1.5.   Store Management.  This is the section where the program is ñset-upò to meet the individual needs 

of the company/store.  For example, the specific store information is entered (name, address, users, user 

accessibility to different parts of the program, etc).  Other important entries include state regulations that may 

apply.  Included in this section of the program are the following headings: Application Settings, Users, Cash 

Drawer Assignment, Audit Journal, Police Hold, General Ledger, Company Information, Store 

Informatio n, Current Store Balance, Store Settings, and State Regulations.  These are discussed in detail in 

Section 4, Store Management.  The initial screen is always the óCompany Informationô screen, as seen in 

Figure 1.8 below.  The Applications Settings functional area contains such items as Security Options, Ticket 

Options, Printer Settings, Inventory, Report Options, Network Options, Administrative Options, Police 

Report, etc., and once set, this area should be restricted to the owner/System Administrator and, if deemed 

necessary, to only very trusted employees. 
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Figure 1.8: Initial Store Management Screen, which is always óCompany Informationô 

 

1.6.  MyAuctions.  This allows you to manage that portion of your inventory that you want to list and sell on 

the Internet.   

. 

1.7.  GlobalPawn Price Guide (F1).  This price guide allows you to check the suggested price of an item 

as evaluated by GlobalPawn.  This is a great advantage in helping you keep up to date with current on-line 

auction prices.  GlobalPawn has access to an extremely large database of the most recent prices paid for most 

typical items that can be found for resale in pawnshops or on-line.  How to sell on-Line through GlobalPawn is 

covered in greater detail in Section 5.1 and Appendix C.  

 

1.8. Definitions 
 a. System Administrator:  The Owner or a trusted employee (usually the Store Manager) who is 

responsible for all of the day to day operations, including the handling of cash, the set-up of AlphaPawn.net
©
 

within the specific store, and the assignment of access (through Access Codes) for all employees to various 

parts of the program. 

 b. ñMouse over effectò:  Throughout the program you will see that placing the mouse cursor over the 

icons (tabs) will cause the tab to enlarge, which is the ñmouse over effect.ò  This óhighlightsô the section of the 

program that you are about to óclickô and thus opens that section of the program. 
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 c. Cash Drawer and Register are used interchangeably.  Refers to not only the physical machine used 

to hold cash, checks, and credit card receipts, but is also the ñaccounting termò of the total dollar balance at any 

time of that specific physical cash drawer/register. 

 d. Vault:   This is an ñaccounting termò and for the purposes of this program does NOT refer to a 

specific physical safe within the store, but rather the value of all revenue (cash, checks, and credit card receipts) 

within the store.  

 e. Beginning Vault Balance:  This is the dollar amount ñin the vault or storeò that is carried over from 

the previous business day, which is the óBeginningô balance for the new business day.  This amount also 

includes the value of all Cash Drawers/Registers at the beginning of the day. 

 f. Beginning Cash Drawer:  The beginning total dollar balance of any specific Cash Drawer, or the 

total of all Cash Drawers.  You can select to begin with the previous dayôs balance, or a new balance. 

 g. Current Vault Balance:  The total dollar amount ñin the vaultò current as of the time  this value is 

checked at any time during the day. 

 h. Current  Cash Drawer:  The sum of all Cash Drawers at a specific time. 

 i. Drawer Adjustment:   Cash from one register is moved to another register or to the vault/bank. 

 j .  
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Section 2:  Main Menu 
 

2.1. Perform a Loan.  Click the óLoanô icon in the left center of the Main Menu screen.  (Note that 

moving the mouse over the Loan icon, or any other icon, will activate the ñmouse over effectò and enlarges that 

particular icon).  Clicking once will bring in the Loan Actions mini-menu, from which you can choose to 

perform a New Loan, service an Existing Loan, or perform a Re-Pawn, as shown in Figure 2.1 below. 

 

Note:  To perform a Loan, the Register must be ñassignedò to the computer at a specific workstation.  This is 

performed under the Store Management tab.  Usually this only has to be done one time, and thereafter 

whenever a workstation is open the same Register will be ñassignedò until it is changed.  

 

Following the assignment of a Register/Cash Drawer to a specific computer, the Register must then be ñopenò 

under Cash Manager in the Administration  menu.  Additionally, the System Administrator/Store Manager 

must grant an employee access to this function so that he/she can perform the loan. 

 

See Section 3.5.c, Opening a New Register/Cash Drawer, for a discussion on how to open a register, and 

Section 4.1, Store Management for a discussion on how to ñassignò a register to a specific work station.   

 

 
Figure 2.1:  Perform a Loan 
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2.1.a. New Loan.  All loans are classified as a New Loan, an Existing Loan, or a óRe-Pawn.ô  Al l loans, 

including New Loans, are, of course, tied to an individual customer.  The customer will be either an Existing 

Customer or a New Customer.  This section is written with the process described for Making a New Loan 

to an Existing Customer explained first (Section 2.1.a.2).  The entire loan process is described, and will be 

referred back to in Make a Loan to a New Customer (Section 2.1.a.3) at that point in which the two 

processes converge. 

 

2.1.a.1.  Enter Authorization Code.  You will be asked to enter an Authorization Code in order to gain 

access to the Loan functional area.  The screen in Figure 2.2 below will appear when you click on óNewô loan.  

After entering the correct Authorization Code, proceed to Step 1: Select a Customer, as seen in Figure 2.3.  

(Note that if you select óExistingô or óRe-Pawn,ô you will see the screen in Figure 2.3 first and will  select a 

customer before entering the Authorization Code.  After selecting a customer, you will then see the Enter 

Authorization Code mini-screen of Figure 2.2).  Remember that the System Administrator must assign the 

code so that the employee has access to these functions. 

 

 
Figure 2.2:  Enter Authorization Code to gain access to Loan area 

 

NOTE:   First determine if the New Loan will be made to an Existing Customer or to a New Customer.  

Perform a search of the database to determine if the customer is an Existing Customer already in the database 

before initiating a New Loan.   

 

2.1.a.2.  Make a Loan to an Existing Customer: 
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2.1.a.2(a)  Step 1 of 3 ï Select a Customer.  The first step in making a loan to an Existing Customer is to pull 

up that customerôs name from the data base.  After you enter the Authorization Code, the screen óStep 1 of 3 -- 

Select a Customerô (Figure 2.3) will appear. 
 

 
Figure 2.3:  Step 1 of 3 -- Select a Customer for a New Loan  

 

2.1.a.2(b). Choose óSearch Fieldô to find Existing Customer.  A search of Existing Customers can be made using 

several different fields.  Figure 2.4 below shows the drop down menu from which the Search Field is 

selected.  Normally the Customer Name is used as the default Search Field.  There may be times when other 

search options may be useful, such as the óID/Drivers License #ô to verify the Customerôs ID.   
 

 
Figure 2.4:  Drop Down Menu -- Choose the óSearch Fieldô to find an Existing Customer 

Drop-down menu for Search Field, with 

óCustomer Nameô highlighted 


