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Rental Items 
 

 

 

 

As of Cash Register Express version 12.9015, this guide explains how to setup your inventory 

items to work with the rental features. You can configure late fees, security deposit, tiered 

pricing for different rental durations for both classic and modern methods.  
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Revision History 

Document Version Date Author Description of Changes 
1.3 February 22, 2018 MP Explained the removal of 

combine lines feature for 
items in rental departments.  

1.4 February 25, 2019 JC Updating all screenshots and 
adding new rental screens 
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Adding a Rental Department 

Open CRE, select Manager, provide the requested credentials, and then follow these steps. 

 

1. Select Department Maintenance[B]. 

 

2. Select Add Department. 

 

3. Provide a Department ID. 
 

4. Provide a Department Description. 
 

5. Select the radio button next to Rental. 
6. Select Save. 

 

 

Note: When Rental is selected, all of the items 
associated with the rental department will be 
prevented from using the combine lines feature. 

 
7. Select Exit. 
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Creating an Rental item using the Modern Method 

As of 12.9015, a rental item can be rented by hours, days, and weeks when the modern method is selected. In this 

section, you will be guide through the basic creation and configuration of the rental item. 

 

1. Select Inventory Maintenance [A]. 

 
2. Select Add Item. 

 

3. Select Standard Item. 
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4. Select the departmentid with the rental type 

5. Enter a value for the Item Number 

6. Enter a value for the  Description 

7. Select the Rental Tab 

8. Select Modern for the rental method 

9. Select  to add the rental unit. 

 

Note:  

Select Minus button to remove. 

 

10. Select a Rental Unit. 

 

 

By the Hour, Day, and week. 

 

11. Enter the duration of the rental unit. 

Then select OK. 

 

Note: Whole Number Only. Decimal isn’t support 
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12. Enter the Cost of rental for that duration. 

Then select OK. 

 

13. Repeat Steps 9 to 12.  

To complete all the possible rental durations you 

want. 

 

14. If you choose to have a late Fee.  

Enter value in the Daily Late Charge field. 

 

15. If you choose to have a security deposit.  

Enter value in the Security deposit field. 

Note: Security Deposit for that item will be 

returned when that item is returned. 

 

16. Select Save. 

If you want to add exceptions. Skip this step and 

continue to the next section. Or Save and select 

No(Step 18), then go to next section.  

 

17. Select Yes – new inventory item.  

18. Select No when finished. You can continue to 

edit the rental item. 

19. Select Duplicate Last – Duplicates everything 

except item number. 
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Adding Exceptions (Discount and/or Surcharge) to Rental Item 

This feature is only available thru the modern method only. This section guide you through adding exceptions by Day of 

the week and by date. As well as how to apply a discount or surcharge  

 

1. If you choose to have a discount or surcharge. 

Select that rental item, then rental tab 

In the Exception section: 

Select  to add exception. 

Note: 

Select Minus button to remove. 

 

2. Select an Exception Type. 

 Select Day.  

                 For a day of the week 

 

 Select Date.  

                 For a Certain Date. Skip to step 6 

 

 

3. Select a Day of the week. 
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4. Enter a percentage. 

Then Select OK. 

Note:  

Positive value is a surcharge % 

Negative value is a discount % 

Surcharge/Discount values are percentages only. 

Repeat Steps 1-4, to complete all the days of the 

week you what an exception. 

 

5. If you choose to have a discount or surcharge 

for a certain date. 

Select  to add exception. 

Note: 

Select Minus button to remove. 

 

6. Select Exception Type 

 Select Date. 

  For a Certain Date 

 

 

7. Use the Calendar to choose a date,  

Then Select the green date button 

Or Enter a date, hit the enter button on the 

keyboard. 
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8. Enter a percentage. 

Then Select OK. 

Note:  

Positive value is a surcharge % 

Negative value is a discount % 

Surcharge/Discount values are percentages only. 

Repeat Steps 6-8, to complete all the date(s) 

of the year(s) you what an exception. 

 

9. Once you have all the durations and 

exceptions for that item  

Select Save. 

 

 

 

Note: If you haven’t saved the rental item 

yet, you will see the prompt in the next step. 

 

10. You will be prompted if you are saving the 

item for the first time. 

 Select Yes – new inventory item.  

 Select No when finished. You can continue to 

edit the rental item. 

 Select Duplicate Last – Duplicates everything 

except item number. 
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Renting Items to Customers using the modern method 

Must have a customer associated with an invoice to rent an item. 

 

1. From the invoicing screen, select a customer by 

selecting Find or Quick Find. 

 

2. Select the item which you would like to rent as 

you normally would.(TS Lookup or Scan) 

 

3. Use the calendar, 

Select the date and time you want to return. 

 

 

Example: 

Hours: 

Current time: 1pm 

You want to charge an hour must select 2pm-2:10pm. 

If you select 2:15pm-2:55pm, it will charge for 2 

hours. 

Days/Weeks: 

When selecting return time, it must be within 10 

minutes of the current time. Or it will add the 

time/price for the smallest duration. 
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4. Select Add to Invoice, 

To confirm rental. 

 

Program show 

Time From – Current Time 

Time To – Return Time 

Security Deposit – Deposit Fee 

Late Fee: Late Fee  

Total Cost – Price of the rental for the time 

selected. 

Note: Any Exceptions are applied to the Total 

Cost. 

 

 

5. Select Pay 

 

Note: If no security deposit skip this step 6 & 8. 

 

6. If a Security Deposit is associated with the rental 

item. You will be prompted to pay the security 

deposit first. 
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7. Then CRE will prompt for the Rental Price 

 

 

8. Security Deposit Receipt will print first. 

If there is a security deposit 

 

9. Rental invoice receipt prints. 
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Creating a Rental Item using the Classic Rental Method 

These steps continue from the previous section. 

 

1. Select Inventory Maintenance [A]. 

 
2. Select Add Item. 

 

3. Select Standard Item. 
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4. Select the rental department created in the 

previous section (rentals). 

5. Provide an Item Number. 

6. Provide an Item Description. 

7. Provide the Cost of the item (what you paid 

for it). 

8. Provide the Price You Charge for the item 

(the rental price). 

 

9. Select the Rental tab. 

10. Enter the # Days Rent 

11. Enter Daily Late Charge. 

This is optional. 

12. Enter Security Deposit 

This is optional. 

Note: This is the deposit for the item that will be 

returned when the item is returned. 

13. Select Save. 
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Adding a Rental Item with Multi-Day Rental Pricing (Classic Method) 

This will allow you to charge a different rate for the rental per the number of days that it is rented. This is only for classic 

rental items with multi-day rental pricing. 

 

In order for this feature to work properly, a setting 

needs to be changed.  From the login screen, select 

Manager and then follow these steps. 

1. Select Setup [4]  

Then Setup Screen [G]. 

 

2. Select the Inventory tab. 

 

3. Check Prompt # of Days for Rentals. 

 

4. Select Update. 

Note: If you don’t have this option, it will use the price 

from price you charge for the rental. And use the price 

and day duration from steps 8 and 10 from previous 

section.  

 

5. Select Administrative [5] 

 Then Inventory Maintenance [A]. 
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6. Select the Rental tab. 

 

7. In the Multi-Day Rental Pricing configuration area, 

select Add. 

 

8. Specify the number of days that the item must be 

rented for this price level and select OK. 

 

9. Provide a price for renting the item for the number 

of days specified in step 8 and select OK. 

.  

10. Repeat steps 7-9 as many times as you need to in 

order to create multiple price levels. 

11. Select Save 
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Renting Items to Customers using the classic method 

Must have a customer associated with an invoice to rent an item. 

 

10. From the invoicing screen, select a customer by 

selecting Find or Quick Find. 

 

11. Select the item which you would like to rent as 

you normally would.(TS Lookup or Scan) 

 

12. If Prompt # of Days for Rentals was checked 

earlier, you will be asked how many days the 

item is to be rented for. 

Note: 

 If there is no multi day pricing setup for that 

rental item. It will use the price you charge 

field for the rental value for any duration 

entered. 

 If it has multi day pricing then you must enter 

a day that is configured for that rental item. 

 If day isn’t configured you will get a pop up:  
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13. Select Add to Invoice.  

To confirm the rental 

 

Note: Cancel will abort the rental. You must re-select 

item to pick a new rental duration. 

 

14. Select PAY. 

If no security deposit, skip step 15. 

 

15. If a Suggested Deposit has been entered you will 

be prompted to pay for the deposit. 

 

16. After paying for the deposit (if applicable) you 

will then be prompted to pay for the rental 

charges. 
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17. If a deposit was associated with the rental, it will 

print a separated deposit receipt 

 

 

18. The receipt will print with the details of the 

rental. 
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Returning Rental Items 

From the invoicing screen, select Options and then follow these steps. 

 

1. Select Return Rentals. 

 

2. Enter the number of the customer returning 

the item. 

 

3. Press Enter on your keyboard. 

 

4. Select the item that the customer is returning. 

 

5. Select OK. 
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6. Select Yes,  

To confirm the return. 

If no security deposit is associated with the rental 

skip step 7-9 

 

If Security Deposit is associated with that item you 

will be prompted to issue a refund. 

7. Select Yes 

Select No Skip step 8 & 9 

 

8. Select Payment option, 

For the refund. 

If item isn’t late skip to step 10. 

 

9. If the rental is late, Rental Status windows will 

pop up. 

Select OK 
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10. Prints a Receipt for the Security Deposit 

If item isn’t late skip to step 12. 

 

11. If the Rental is late you will be prompted 

 Select Yes – Waiving all late charges for 

that item. 

 Select No – All late fees for that item 

will be applied to the invoice in the 

back ground. 

 

 

12. If you have more items to return, 

 Select Yes. Repeat steps 4-11. 

 

 Select No when finished returning items. 

                   If item(s) aren’t late. Skip to step 15. 

                   If items are waived. Skip to step 16.  

                   If late fees are not waived continue to 

next step 13. 

 

13. Invoice shows with all late fees for each item 

returned late. 

Hit Pay and complete invoice. 

 

Note: Late Fee calculation: 

Late Fee = Late Charge + time duration  

+/- Exceptions. 
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14. Late Fee Receipt. 

 

15. Returned Items aren’t late: 

Select Exit  

To return the options menu. 

 

16. Returned items are late and the late fee is 

waived: 

Select Exit 

To return to the options menu.  
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Selling a Rental Item 

This will give you the option to rent out or sell a rental item outright. 

 

1. From the Options Screen, select Setup 

> Setup Screen > Inventory 

2. Place a check in Prompt for Rental or 

Sale for Rental Items, then hit update. 

 

3. From the Options Screen, select 

Administrative > Inventory 

Maintenance. 

4. Select a rental item from within 

Inventory Maintenance that can be 

either rented or sold.  

5. Under the Special Pricing tab, enter a 

Selling Price for this item and save 

your changes. 

 

6. When you now ring up the rental item, 

you will be prompted with the 

message on the left. 

Note: if this feature is enabled and no selling 

price is entered from the previous step, the 

item will ring up at $0.00 if the “Sell” option is 

selected. 

 


