
RSSS Rental Agreement Training Guide 
with Timestamps 

A complete step-by-step walkthrough of the RSSS 11.5 video, with time references for 
screenshots. 

1. Introduction to the Process (00:00–00:36) 
Overview of the process. You must always look up or add a customer before handling 
agreements or other customer-related tasks. 

 

2. Start a New Rental Agreement (00:36–00:58) 
Select option 2 for a new agreement. Press Enter through the printer selection.

 



3. Customer Lookup (00:58–01:25) 
Lookup by: Name (Last, First), Address, Phone, SSN, DL#, Account#. Use function keys: F1 
Address, F2 DL#, F3 SSN, F4 Account, F6 Phone

 

4. Add a New Customer (01:25–02:07) 
If not found, press F6 to add new. Enter name details, company vs. individual. 

 



5. Enter Address and Location (02:07–03:37) 
Enter street address, apartment number, and ZIP. ZIP autofills city/state. For Canada, use 
Map Code or Postal Code fields. Press Enter After Each Field 

6. Phone and ID Details (03:37–05:21) 
Add home, work, cell phone, fax, birthdate, SSN, and driver's license. Press Enter after each 
field. 

 

7. Tax Settings (05:21–06:26) 
Mark if taxable (Y/N). Enter tax code (or accept default with F8). Add Bill To customer if 
different (must already exist). Tax Codes Should Be in the Directory 

 



 

8. Retail Options (06:43–08:08) 
Charge option (Y/N). Retail discount: C, D, A, O, or leave blank. Set discount % if required. 

 

9. Credit and Payment Preferences (08:08–10:20) 
Set credit limit, default payment form, status flag, salesperson and account manager 
numbers. Select customer type (R for Rental).  

 



 

10. RTO and Credit Card Info (10:20–11:43) 
RTO Receivable auto shows during payment. Enter credit card info (if applicable). Add PO 
number and best time to call. 

 



11. Add More Customer Info (12:07–15:36) 
Use function keys: F1 (References), F2 (Employer), F3 (Landlord), F4 (Second Customer), F7 
(Car Info). Press F9 to return. 

 

 
 

 



12. Finish Adding Customer (15:36–16:08) 
At 'Any More Changes' prompt: enter Y to edit or press Enter to accept and finish. The F9 Key 
is the End Key to finish the task once you are at the bottom of the page 

 

13. Start Agreement Details (16:24–17:50) 
Enter salesperson number, agreement number, account manager or route, agreement date, 
and store number. 14. Advertising and Type (17:50–19:33) This is Important and Needs to 
Be filled out!! 

 

Choose source(s) of lead (up to 3), customer type auto-fills from earlier. 



 

 

 



15. Agreement Type and Frequency (19:33–21:17) 
Choose agreement type (A, M, X, Z) and payment frequency. Types determine installment 
count.

 

16. Ticket Info and BOR (21:17–23:11) 
Tax code (if unique), ticket number (auto), ticket type (O/S/F), and balance-on-rent item 
count (1 or more). O is rent o own S is not in stock and will be delivered later

 



17. Add Inventory to Agreement (24:08–27:52) 
Choose in-stock or not. Lookup by F1 (inventory), F2 (model), or F3 (model number list). 
Confirm cash price. The system can handle 14 items on a rental agreement. 

 

18. Finalize Items and Club Program (27:52–28:58) 
Press F9 to finish. Accept or decline club program. If no club, set to N and zero club payment. 

 



 

 

19. Money Screen Overview (28:58–30:29) 
Review ESP, tax rate, due date. All totals populate from items added. 

 

20. Collect Payment (30:29–34:16) 
Enter payment amount(s), prorated amount, GRP, deposits, and processing fee. Use C 
(Change) or R (Receivable Credit). 

 



21. Confirm Pricing & Notes (34:16–37:44) 
Verify prices, enter delivery notes (20 chars x 3 lines). Notes appear on printed delivery 
ticket.

 

22. Printing Docs (38:00–38:38) 
Print receipt and agreement. Align forms if using pre-printed templates. 

 



23. Post-Agreement Options (38:38–39:11) 
Return to Customer Maintenance or press F8 to back out to menu. 

24. Lookup Customers by Alternate Methods (39:11–41:41) 
Lookup by address, DL#, SSN, account number, or phone number using F1–F6. 

​
 

 

 

 

 

 

25. Conclusion (42:02) 
Training session ends. Recap of features and tools. 
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