How to Make a Consignor Account
Inactive

Rose 3.0 : Contracts

In each screenshot, the yellow boxes show what to click. Numbers give the order.

Overview

Make a consignor's or vendor's account inactive when they stop consigning with you. An
inactive account stays in Rose with all its history, but it's hidden from the contract list, and the
consignor can no longer sign in to myPortal. You can make it active again at any time.

Where to find it: Dashboard > menu (=) » Contracts > select the contract > ALTER.

Step 1: Open Contracts

1 On your Dashboard, click the menu icon (=) in the top-left corner.
3 EXPORT

Good evening, SARAH MAIN STREET MARKET

WHAT'S NEW IN ROSE X 8 TASKS AND APPOINTME
&)

Meet Rosebot, your store's assistant Overdue, today and tomorrov

Ask about sales, payouts, inventory or any consignor in plain words — and with Rose Pro, = Nothing due today or tomol

let Rosebot post sales batches, change prices and pay out for you. Your consignors and
- - . . - . Nnan Crhadula

Open the menu from the Dashboard.

2 Click Contracts.
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Click Contracts.

Step 2: Select the contract

3 Search for the consignor or find them in the list, and click their row.
which contract is selected.

4 Click ALTER.
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= @ CONTRACTS Qove @ = MESSAGES € Jo

SEARCH CREATE ALTER PAYOUT BATCH PAYOUT BILLING ACTIVITIES INVENTORY/REPORTING CONTRACT LIST MESSAGES DELETE CONTRACT 1 EXPORT
WHAT'S NEW
SEARCH CONTRACTS
SEARCH Number, name, business, address, city, zip, e-mail or phone - e.g. jane smith CLEAR [ SHOW ALL
Every word must match. Phane numbers match with o without dashes. Press ENTER to search.
SORT BY
DEFAULT (LATEST . SORT DESCENDING INCLUDE INACTIVE CONTRACTS IN SEARCH RESULTS
SEARCH RESULTS
SELECT PAGE
1 v < < > 2| SHOWING 1 TO 5 OF 5 CONTRACTS, SORTED BY LATEST ACTIVITY FIRST
SELECTED: 1001 HAYES, AMY -~ ALTER, PAYOUT, BILLING, ACTIVITIES AND INVENTORY/REPORTING WILL OPEN THIS CONTRACT
ALTER  NUMBER * LASTNAME FIRSTNAME = BUSINESS * ADDRESS.1 + CITY = AMOUNT.DUE ¢ PAYOUT.DATE LAST.ACTIVITY = STATUS + EDITOI
i 1001 HAYES AMY TOY ATTIC 52 ELM STREET LOUISVILLE ~ 0.00 11-04-2026 11-04-2026 ACTIVE SARAH
& 1002 BAKER JUNE KETTLE JAMS 1795 11-04-2026 11-04-2026 ACTIVE SARAH
] 1003 COLE ETHAN NORTHFIELD OUTERWEAR 0.00 11-04-2026 11-04-2026 ACTIVE SARAH
] 1000 MAIN STREET MARKET STORE ACCOUNT 0.00 11-03-2026 ACTIVE SVS@
[&] 1004 WEST NORA NORA WEST DESIGNS 1820 MAPLE ST LOUISVILLE ~ 0.00 11-03-2026 ACTIVE NATH,
o C

Click the consignor's row (3), then ALTER (4).

Step 3: Make it inactive
5 Tick INACTIVE CONTRACT ACCOUNT.
6 Click SAVE CHANGES.
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= @ CONTRACTS

SEARCH CREATE ALTER PAYOUT BATCH PAYOUT BILLING ACTIVITIES INVENTORY/REPORTIN(C

ALTER/DISPLAY CONTRACT MYPORTAL: FREE

ACCOUNT CONTRACT.D
1001 11-03-202¢€

LASTNAME FIRSTNAME
HAYES AMY

M BUSINESS

TOY ATTIC
INACTIVE CONTRACT ACCOUN@

SAVE CHANGES

PAYOUT INFORMATION

AMOUNT.DUE PAID.YTD

0.00 8.97

PAID.TOTAL

8.97

Tick INACTIVE CONTRACT ACCOUNT (5), then SAVE CHANGES (6).
The account is now inactive:
e It no longer shows in the contract list or search results.

e The consignor can't sign in to myPortal. If they try, they won't get in until you make the
account active again.

e |ts sales, payouts and history stay in Rose and in your reports.

Before you make an account inactive, check its AMOUNT.DUE is 0.00, so the consignor has
been paid everything they're owed.

Find or reactivate an inactive account

1 On the Contracts screen, tick INCLUDE INACTIVE CONTRACTS IN SEARCH RESULTS,
then search.

2 The account shows with INACTIVE in the STATUS column.

3 To make it active again, select it, click ALTER, untick INACTIVE CONTRACT ACCOUNT and
click SAVE CHANGES. The consignor can sign in to myPortal again.
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= @ CONTRACTS

SEARCH CREATE ALTER PAYOUT BATCH PAYOUT BILLING ACTIVITIES INVENTORY/REPORTING CONTRACT LIS
SEARCH CONTRACTS
SEARCH Number, name, business, address, city, zip, e-mail or phone - e.g. jane smith CLEAR / SHOW ALL
Every word must match. Phone numbers match with or without dashes. Press ENTER to search.
SORT BY
DEFAULT (LATEST . v SORT DESCENDING INCLUDE INACTIVE CONTRACTS IN SEARCH RESULTS

SEARCH RESULTS

SELECT PAGE
SHOWING 1 TO 4 OF 4 CONTRACTS, SORTED BY LATEST ACTIVITY FIRST

1 v |< < > >|

NO CONTRACT SELECTED - CLICK A ROW TO SELECT IT, THEN USE ALTER, PAYOUT, BILLING, ACTIVITIES OR INVENTORY/REPORTING

ALTER  NUMBER %  LASTNAME & FIRSTNAME 4 BUSINESS # ADDRESS.1 % CITY ¢ AMOUNT.
Tick INCLUDE INACTIVE CONTRACTS IN SEARCH RESULTS to see inactive accounts.
SEARCH Number, name, business, address, city, zip, e-mail or phone - e.g. jane smith CLEAR | SHOW ALL
Every word must match. Phone numbers match with or without dashes. Press ENTER to search.
SORT BY
DEFAULT (LATEST | v SORT DESCENDING INCLUDE INACTIVE CONTRACTS IN SEARCH RESULTS
SEARCH RESULTS
SELECT PAGE
1 v I< < > >
SELECTED: 1001 HAYES, AMY -- ALTER, PAYOUT, BILLING, ACTIVITIES AND INVENTORY/REPORTING WILL OPEN THIS CONTRACT
ALTER NUMBER = LASTNAME * FIRSTNAME * BUSINESS = ADDRESS.1 ¢ CITY ¢ AMOUNT.DUE = PAYOUT.DATE = LAST.ACTIVITY < STATUS © EDITOR *
= 1001 HAYES AMY TQY ATTIC 52 ELM STREET LOUISVILLE 0.00 11-04-2026 11-04-2026 INACTIVE SARAH

(=3
&

An inactive account in the search results.
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FAQ

Does making an account inactive delete it?
No. Everything stays in Rose. To remove a contract completely, use DELETE CONTRACT instead.

What happens if an inactive consignor tries to sign in to myPortal?
They can't sign in. Make the account active again to give them access.

Can | still see their old sales in reports?
Yes. Reports include sales and payouts from inactive accounts.
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