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Section 1: Introduction to AlphaPawn.net.net

1.1 Overview: AlphaPawn.nef® is designed tprovidePawnlvokers the simplest and most efficient tool for
managing their business. Every time you operAipaaPawn.nef® program you willfirst seethe Main Menu
screen (se€&igure 1.1 below). TheMain Menu screen contains two areas from which the user can navigate
through the program: thé T o o |funaion$ acoss the top of the screen, and dle®nsdin the center of the
screen. From th&oolbar section of theMain Menu screen you can selebtain Menu, Administration,

Store Management,or My Auctions. Additionally, within theTool Bar you will also findCustomer Look

Up, Menu, Tools, Help, Lease Termsand theGlobalPawn Price Guide. The lcons contain those functions
used for the daily business activitidslee Pawn Shop (se&ectionl.3).

Note: Function Keys. AlphaPawn.nef® uses Windows technologwhich is a significant improvement over
the old DOS system. However, for ease in naingathroughout the program, many functioase also
programmed withFunction Keys in addition to the mouse (such as th&@ Key that takes you to the
GlobalPawn Price Guide,or theF7 Key, that takes you to th€ustomer Look Up function). Thus, one can
easily move between screeifirectly from the keyboardvithout having to constantly gbackto the mouse.
This feature will be seen throughout the program.

1.2. System Login.Upon first opening the program, the User will be askef too g anthéMain Menu
screen using hidJser Name and Password Each enployee mustdog ind to work at eachand every
workstationfrom which they will work. TheSystem Loginis shown inFigure 1.1 below. User Names and
Passwords are assigned by ®estem Manager, and arediscussed under thBtore Managementsection
(Section 4)f this manual.

 Alpha Pawn 7.0 - [Main Meny] mr;ij@
G Dk (M Cetooe lockUp  Tods QpenWindows Window  Melo  LessaTerm 40 (71) GobalPamn Prios Gode -8 x

Main Menu Administration Store Management My Auctions

PAWN BROKER SOFTWARE FOR THE NEXT GENERATION

Employee Login

User Name | |

—_ -;

Conrmetion Type | Wab Cornectnn Downinad Spmed 10,00 kops Uniisd Spmed |0.00 kops [3 trl + Mo Cruack Kirys Helps
—_————

JJ start £ Fevsad USTRMANUA .. | 0] Tre Now LSER MANL., B C\lonuerksandSe. . ¢ albhe P 7.0 - (Ma
Figure 1.1: System Loginon the Main Menu screen
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3 The previous business day was opened with beginning balances, buk that end of day routine was ran and was not closed. Mext you will be given the option to log your end of day balances., ou
should run wour end of dav routine (from the general ledger) after each business day to ensure that wour financial reports are correct,

Figure 1.2:

Below are the current balances on all general ledger accounts.
If any account is incorrect please select the 'Over' or "Short’ button next to each
account and enter the amount that the account is off by and a note of why the
account may be off.
Cash {Amount In Store) $ 1$328.50 % (4 Over |[= Short |
Loan Book Balance + $0.00 » [-r Chver ] [i Short ]
Inventory Worth At Cost ¥ 1$2,020.00 » [-r Over ] [i Short ]
Layaways + 1$0.00 % |4 Over ||= Short |
Consignments + 1$0.00 % |4 Over ||= Short |
Sales $ 130.00 ¥ |4 Over ||= Short |
Repairs + 30.00 % % Over ||= Short |
Purchases 40,00 % (4 Over |[= Short |
Check Cashing + 1$0.00 ¥ % Over ||= Short |
Customner Credits $ 130,00 % |4 Over ||= Short |
© cance v DONE |

[ Turn On Accountability ]
Force &ccountability will Force an ending balance for each account listed above in the drop down menu., IF this is on
and you do not run the ‘End of dav routing’, then when you open AlphaPawn on the next business day it will ask you
ta werify wour account tokals, IF wou do nok Farce accountakbility then AlphaPawn cannot guarantee that vaour financial
reports will be 100%: accurate.

Figure 1.3: End-of-day General Ledger Routine

1.2.a. Accountability. If 6 Tur n On A c ci® seleded, lthe Iséreery Bigure 1.4 will appear.
Accountability On means thaf\lphaPawn.net® maintains financial accouaility from day to day. This is
necessary to have valid financial reports, and forces the user to close accounts at théened day if
AlphaPawn.nef® is turned off, and open cash drawers upon opeAiphaPawn.nef®. If 6 Account ab
O n & the desired mode for operatiAtphaPawn.nef®, the choiceshown on thé&nd-of day General Ledger
Routine will alternate to6 Tur n of f A c and witl tappbarr lini they €pot that Tur n O
Ac c o u nt prdviously way (és see kgure 1.3above).



Alpha Pawn @

! E Accountability On!

Figure 1.4 Accountability On Screen

Message

Figure 1.5: End of Day Routine Completed Screen

1.3. The Main Menu. Once the User has correctly enteredWser Nameand Passwordand isd_ogged

In, theMain Menu Screen will appear as Figure 1.2 below. This screen lets the user go to those areas used
in the normal daily business, and contains the followinggdhs Loan, Sale, Purchase, Layawayand
Repair. (Notice that theLoani con appears | arger because the O6nm
screen shot was takenThesefunctions are discussed in detail under Kheen Menu Section(Section 2)of

this User Manual.

* Alpha Pawn 7.0 User: demo successfully logged in,  [Main Menu]
@E‘- (F7) Custome: Look Lo Jook  QpenWindows Windoww  tiel  Ledse Tern A0 (F1) Gobalamn frice Guade -8 X

4
Main Menu Administration  Store Management

My Auctions

PAWN BROKER SOFTWARE FOR THE NEXT GENERATION

@] & o ) 4

oan

i Mo uGwee r Eshofwvetleceticon
enlarged the when mouse is placed
overit. See Definition Section 18.b

| Dowrload Speed [0.00 kbos Upkoed Sceed [0.00 beps
—")c' start W C(0ocumwrts wd 5o T2} User Marvash-Darts vw ) LA Intodustion to A2 P Alcha Pawn 7.0 Lice Sw @ R T A

Figure 1.6;: Main Menu Screen(as®en wi th the Curser over fALCc
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1.4. Administration Menu. The Administration menuis where yowentercompany settings, get and send
Repors, managelnventory, and manage and administer regulations, tax rates, loan rates, etc. Tr
Administration Screen is shown ifigure 1.3 below. The6 Iconswithin Administration are Customers,
Vendors, Inventory, Cash Manager Time Clock, andReports. (I n t hi s <case the
Inventory icon, making it larger).The Customers, Vendors,andInventory sections are straigiiorward and

easy to navigate and understand. Tash Managersection requires a separa&athorization Code to use,

and theSystem Administrator can thus make this areastrictedand available onlyo certain employees. The
Reports section provides a compleWork Reports component foilLoans, Inventory, PurchasesandPolice
Records All arediscussed in detail under tAelministration Section (Section 3)of this User Manual.

o Alpha Pawn 7.0 User: demo successfully logged in. - [Main Menu]

&"_" File  (F7) Customer LookUp  Tools  Open'Windows  ‘Window  Help LeaseTerm 4 ) (F1) GlobalPawn Price Guide

X
Main Menu Administration Store Management My Auctions

PAWN BROKER SOFTWARE FOR THE NEXT GENERATION

4 - $ 59 =
e m O Yy Cm T mm

nventory, =
)
Connection Type |Web Connection | Download Speed |0.00 kbps i Upload Speed | 0.00 kbps | [1 Ctrl+H = Quick Keys Help
S — _ . o
‘4 start [ & C\Documents and Se... | D) The New USER MANL, ., #% Alpha Pawn 7.0 User:... S || ¢ &L Ep 306
L

Figure 1.7: Administration Screen(asge en wi t h t hd n@wem eor yover i

1.5 Store Management.Thi s is the secti orm pwmeettde individeal npedo g r
of the company/store. For example, the specific store information is entered (name, address, users, |
accessibility to different parts of the program, etc). Other impb#gatries include state regulations that may
apply. Included intis section of the prograare the following heading#pplication Settings, Users, Cash
Drawer Assignment, Audit Journal, Police Hold, General Ledger, Company Information, Store
Informatio n, Current Store Balance, Store Settings, and State Regulation¥hese are discussed in detail in
Section 4, Store Management The initial screen is always tteCo mp any | ndtreen,raq deénann 6
Figure 1.8 below. The Applications Settingsfunctional area contains such itemsSesurity Options, Ticket
Options, Printer Settings, Inventory, Report Options, Network Options Administrative Options, Police
Report, etc.,and onceset, this area should be restricted to the owner/System Admioisarad, if deemed
necessary, to only very trusted employees.
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%* Alpha Pawn 7.0 User: demo successfully logged|in. - [Store Management]

@ File (F7) Customer Look Up Menu Tools Qpen Windows Window  Help Lease Term 41 (F1) GlobalPawn Price Guide

4 (F6) Application Settings 5k (F7) Users (=% (F&) Cash Drawer Assignment (= (F9) Audit Journal : (F10) Police Hold Cu (F113 General Ledger 3 (F12) Back

Company Information & ] Stare Information & Currenk Store Balance 52 Store Settings? State Regulationsi

Cormpany Mame: |Davie Jones Lockere Pawn Shop | Company Stares:

Omwner's Name: |John Paul Jones | Store Name Address IManager
Address: |101 Sealane | K

Addressz: | |

City: |Baltimore |

State: P

Crwerer Phone:

Wb Password |******** |

\Web PIN les |

Connection Type |'Web Connection Download Speed | 1.97 kbps Upload Speed | 1.14 kbps [1 Ctrl + H = Quick keys Help

—_— .
H ; start r = CHiDocuments and Se... i @ The Mew USER MARLU. .. 'ﬂP Alpha Pawn 7.0 User:, ., [ @' My Catalog - Adobe P... L ] ﬂ f' '( )El: N B 405FM
7

Figure 1. 8: I nitial Store Management Screen, wl

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 lfows you to check the suggested price of an item
as evaluated by GlobalPawn. This is a great advantage in helpinkegpuup to date with current dine
auction prices. GlobalPawn has access to an extremely large database of the most recendpiocenqsti
typical items that can be found for resale in pawnshops-tinenHow to sell oALine through GlobalPawn is
covered in greater detail Bection 5.landAppendix C.

1.8. Definitions

a. System Administrator: The Owner or a trusted employee (usually 8tere Manager who is
responsible forll of the day to day operations, including the handling of c#isé setup of AlphaPawn.net®
within the specific storeand the assignment of accgdsrough Access Code$)r all employees to various
parts of the program.

b . i Mo us e o vlerougheut theepoogram you will see that placing the mouse cursor over the
icons (tabs) wil!/l cause the tabThios edh iag lgten af thehs &
program that you ar e sdhatsectiondfthe péogrdm.ck 6 and t hus o

9



c. Cash Drawer andRegister are used interchangeablyrefers to not only the physical machine used
to hold cashchecksand credit card receipts, bigtalsot h e i a ctceorofnbe fotaldpllar balance at any
time of that specific physical cash drawer/register.

d. Vault: Thisi s an fac c o ufortthempgrpode® of thid pragradbes NOT refer to a
specific physical safe within the store, bather the value of atevenugcash, checks, and credit caeteipts)
within the store.

e. Beginning Vault Balance: Thi s i s the doll ar amount #Ain thi
the previous business da ye,for thd mew business ddy.h €his @arBoerg alson
includes the value of all Cash Drawers/Registers at the beginning of the day.

f. Beginning Cash Drawer: The beginning total dollar balance afiy specific Cash Drawer, or the
total ofall Cash Drawers. Yousch s el ect to begin with the previou

g. Current VaultBalance: The total doll ar amount fhisnvaludh & Vv ¢
checked at any time during the day.

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

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

J.

10



Section 2: Main Menu

2.1. Perform a Loan. C1 i c¢ kLoanth ei odo nleft icemter tofntreeMain Menu screen (Note that
moving the mouse over th@an icon, or any other icorwill activatet he fAmousé& awdr eaf e
particular icon. Clicking oncewill bring in the Loan Actions mini-meny from whichyou can boose to
perform aNew Loan, service arkexisting Loan, or perform eéRe-Pawn, as shown ifrigure 2.1 below.

Note: To perfformaloan t he Re giasdsigeedto theicomputdata specific workstationThis is
performedunder theStore Managementtab. Usually his only has to be done one time, and thereafter
whenever a workstation is open the same Register

Following the assignment of a Register/Cash Drawer to a specific computeediseRmusthenbe fioperd
underCash Managerin the Administration menu. Additionally, he System Administrator/Store Manager
mustgrant an employee access to this functorihat he/she can perform the Ioan

SeeSection 35.c, Opening a New Register/Cash Draweilfor a dscussion on how to open a registand
Section 4.1, Store Managemerfor a discussiomn how t o fassi gficworkastatiore gi st e

#® Alpha Pawn 7.0 User: demo successfully logged in. - [Main Menu] E|@IE|
' Ells  (F7) Customer LookUp  Tools  QpenWindows — Window  Help  Leass Term 4 ) (F1) GlobalPawn Price Guide - 8 X
| ' . ' ¥ »
Main Menu Administration  Store Management My Auctions ® Exit

PAWN BROKER SOFTWARE FOR THE NEXT GENERATION

~ 8 & ] R

foan
e
+« New
+ Existing
» Re-Pawn
Connaction Type | Web Connection Download Spasd | 0,00 kbps Upload Spaed |0.00 kbps [l
‘Tj's’t”an B Ci\Documents andse,, W Alpha Pawn 7,0 Usert,,, | G The WHOLE New USE. ., A mE Y & Fo 1253

Figure 2.1: Perform a Loan
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2.1a. New Loan. All loans are classified asMew Loan, anExisting Loan, or aé RRawn. @Il loans,
including New Loans are, of course, tietb an individual customer. The customah be either anExisting
Customer or aNew Customer. This section is written with the process described foMaking aNew Loan

to an ExistingCustomerexplained 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 CustomgSection 2.1.a.3)at that point in which the two
processes converge.

2.1a.1. Enter Authorization Code. You will be asked to enter afiuthorization Code in order to gain
access to theoan functional area. The screenhigure 2.2 below will appear when you click aiNewdloan.
After entemng the correctAuthorization Code, proceed tdStep 1: Select a Cusbmer, as seen ifrigure 2.3
(Note that if you selectExistingdor (Re-Pawn,6 you will see the screen iRigure 2.3first andwill select a
customer before entering thauthorization Code. After selecing a customer, you will then see thmter
Authorization Code mini-screen ofFigure 2.2. Remember thathe System Administrator must assign the
code so that the employee has access to these functions.

8 Authorization Needed to Proceed

| ‘ @ Enter Authorization Code

i**** ‘

o New
+ Existing

» Re-Pawn

Connection Type iWeb Connection \ Download Speed lU.UU kbps ‘ Upload Speed {O‘DO kbps I [] Ctrl+ H = Quick Keys Help

¢4 start & C\DocumentsandSe... % Alpha Pawn 7.0 User:... | I The New USER MANU, . Lo 2 [ Q/):I Fo 5:01PM

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

NOTE: First determine if theNew Loan will be made to arExisting Customer or to aNew Customer.
Performa searchof thedatabas¢o determine if the customer is &xisting Customer already in the database
before initiating a&New Loan.

2.1.a.2 Make a Loan toan Existing Customer.

12



2.1.a.2(a) Step 1 of B Select a Customer.The first step in making a loan to Bxisting Customeris to pull
upthata st omer 6 s rdaabaseAfteryom entehtleduthorization Code, t h e Stepclrofe3e n 6

A

SelectaCust omer 6 (iFapgearr e 2. 3)

Main Menud  Administration

STEP 1 of 3-Salnct o customns

Bearch Fislg  Customer Name % Lot Name | Fool Mave Serh

Lat Nave Sy haww [id it

Enter the customer field you want 1o search and the search criteria

QuidkAdd |+ Add New Customer NEXT g
W IACT AUt

Ciroaction Type | Was Connaction Dosackond Tpsad | 9.06 40 Upkad Spend | 000 hags [ Ot * M- Gk Cops Mol

7l starnt be T I 2 ) D e U5 ) Tre Mo 122 O it S 7 O s Lan N W fucamect R KD e

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

2.1.a.2(b). Choose 0Sear ch ABearctoliEkistingCustonrerscag kei nsade usigg C
several differenffields. Figure 2.4 below shows thedrop down menu from which theSearch Fieldis
selected.Normally theCustomer Nameis used ashe defaultSearch Field There may be times when other
search options may heeful, suchas hleD/Dr i v e r stoverify¢theCwusset o#tndber 6 s | D.

Drop-down menu for Search Field, with
0 Cu st o me highligtzet e 6

Figure 2.4. Drop Down Menu--Choose the 6Search Fieldd to find
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