How to Pay Out a Consignor

Rose 3.0 - Contracts » Payout

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

Overview

A payout pays a consignor what they're owed for items sold. Rose records the payment against
the contract, updates the balance due, and gives you a receipt the consignor can sign.

Where to find it: Dashboard > menu (=) > Contracts > select a contract > PAYOUT.

Tip: the Dashboard's MONEY panel shows what's owed to consignors and how many payouts
are due.

Step 1: Open Contracts from the Dashboard

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

Good evening, SARAH vain streeT markeT

WHAT'S NEW IN ROSE X % TASKS AND APPOINTME
o

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 Cahadula

Open the menu from the Dashboard.

2 Click Contracts.
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Click Contracts.

Step 2: Open the consignor's payout

I'® TASKS A

Overdue, toc

Nothing due

Open Schec

P TOP CON

11-02-2026

Consignor [ v
1. ETHAN CC

2 ILINE RAI

1 On the Contracts screen, search for the consignor or find them in the list. The AMOUNT.DUE

column shows what each one is owed.
2 Click the consignor's row. A green line confirms the selected contract.

3 Click PAYOUT.
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= @ CONTRACTS Coue @ =% MESSAGES < Joss @
SEARCH CREATE ALTER PAYOUT : BATCH PAYOUT BILLING ACTIVITIES INVENTORY/REPORTING CONTRACT LIST MESSAGES DELETE CONTRACT 4 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. 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 I< < >| SHOWING 1TO 4 OF 4 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 + ADDRESS1 ¢  CITY ¢  AMOUNT.DUE ¢  PAYOUTDATE ¢  LASTACTIVITY ¢  STATUS ¢  EDITOR #
o 1000 MAIN STREET MARKET ~ STORE ACCOUNT 0.00 11-03-2026 ACTIVE SYSTEM
[} 1001 HAYES AMY TOY ATTIC 299 11-03-2026 ACTIVE SARAH
=) 1002 BAKER JUNE KETTLE JAMS 718 11-03-2026 ACTIVE SARAH
o 1003 COLE ETHAN NORTHFIELD QUTERWEAR 959 11-03-2026 ACTIVE

Select the contract (1), then click PAYOUT (2).

Step 3: Fill in the payment

The payout screen shows the account, consignor and AMOUNT.DUE. Check that LOCATION is
the store making the payment.

1 Choose the PAYOUT.METHOD: Payout, Partial Payout or In-Store Purchase.
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PAYOUT » VIDEO J PAYOUT RECEIPTS [ UNDO &

EMAIL

LOCATION NOTES
MAIN STREET MARKET 7

PAYOUT.METHOD PAYMENTTYPE
PAYOUT v CHECK
v PAYOUT

PARTIAL PAYOUT

IN-STORE PURCHASE

MAKE PAYMENT

ACCOUNT ACTIVITY
Choose the payout method.

2 Choose the PAYMENT.TYPE: Check, Cash or Electronic.

= @ covmen oo 0

PAYOUT RECEIPTS [ UNDO
pavoyr > Voo ¢ ! o]

EMAIL
LOCATION NOTES
MAIN STREET MARKET v
PAYOUT.METHOD PAYMENT.TYPE @
PAYOUT v CHECK
CHECK/ELECTRONIC.NUM ~ CHECK
CASH
ELECTRONIC

NOTE: NO PAYOUT HAS BEEN MADE TO THIS CONTRACT YET

MAKE PAYMENT

ACCOUNT ACTIVITY
Choose the payment type.

3 Add NOTES if you want, for example October Sales 10-2026. Notes print on the payout
receipt.
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= @ CONTRACTS

» VIDEO & PAYOUT RECEIPTS/UNDO 4y

PAYOUT

EMAIL

youraddress@email.com

LOCATION
MAIN STREET MARKET ~

PAYOUT.METHOD

PAYOUT >

CHECK/ELECTRONIC.NUM

1234

NOTE: NO PAYOUT HAS BEEN MADE TO THIS CONTRACT YET

MAKE PAYMENT

COMPLETE SQUARE SETUP

Opue @

NOTES

October Sales 10-2026

PAYMENT.TYPE

CHECK

Notes appear on the receipt, so they're a handy place to name the sales period.

4 For a check or electronic payment, enter the check or transaction number in

CHECK/ELECTRONIC.NUM.
5 Click MAKE PAYMENT.

@ CONTRACTS

» VIDEO

PAYOUT ' PAYOUT RECEIPTS  UNDO &

EMAIL

LOCATION

MAIN STREET MARKET

PAYOUT.METHOD

PAYOUT

CHECK/ELECTRONIC.NUM

1234

NOTE: NO PAYOUT HAS BEEN MADE TO THIS CONTRACT YET

MAKE PAYMENT
ACCOUNT ACTIVITY

SETTLE.DATE LOCATION

11/3/2026 ALL LOCATIONS ~ ~ VIEW ALL ACTIVITIES REPORT

SELECT PAGE

1 v < < > >

Enter the check number (5), then click MAKE PAYMENT (6).

Step 4: Confirm the payment
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VIEW SELECTED ACTIVITIES REPORT

COMPLETE SQUARE SETUP

NOTES

PAYMENT.TYPE

7 CHECK

®

VIEW PAID STATEMENT REPORT

SHOWING 1 TOTAL ACTIVITIES
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Feedback
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DELETE ACTIVITY
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1 Check the summary: the amount, the consignor, the check number, the location, and the
date the payment covers activity up to (the SETTLE.DATE). Click YES.

EMAIL

LOCATION X MAKE PAYMENT - PLEASE CHECK

MAIN STREET MARKET
PAYQUT OF 2.99 TO 1001 HAYES, AMY

PAYOUT.METHOD CHECK #1234 FROM MAIN STREET MARKET

PAYOUT PAYS THE TICKED ACTIVITY UP TO 2026-11-03

CHECK/ELECTRONIC.NUM PAY NOW?

1234

NOTE: NO PAYOUT HAS BEEN MADE TO THIS CONTRACT YET ﬂ
NO

MAKE PAYMENT

ACCOUNT ACTIVITY

SETTLE.DATE LOCATION

11/3/2026 H ALL LOCATIONS v VIEW ALL ACTIVITIES REPORT VIEW SELECTED ACTIVITIES REPORT VIEW PAID STATEMENT REPORT DELETE ACTIVITY

SELECT PAGE

Check the details, then click YES.

Check number already used? If the check number was used on another payout, Rose warns
you in bold. Click NO, correct the number, and click MAKE PAYMENT again.

= @ CONTRACTS COMPLETE SQUARE SETUP Ooue @ MESSAGES €E soes @

WHAT'S NEW

payour " VIDEO L PAYOUTRECEIPTS/UNDO 4

EMAIL X MAKE PAYMENT - PLEASE CHECK

youraddress@email.com PAYOUT OF 7.18 TO 1002 BAKER, JUNE
CHECK # 1234 FROM MAIN STREET MARKET
LOCATION
PAYS THE TICKED ACTIVITY UP TO 2026-11-03
MAIN STREET MARKET
CHECK # 1234 WAS ALREADY USED ON ANOTHER PAYOUT. CHECK THE NUMBER BEFORE PAYING.
PAYOUT.METHOD

PAYOUT PAY NOW?

'CHECK/ELECTRONIC.NUM

1234 x
NO YES 3
NOTE: NO PAYOUT HAS BEEN MADE TO THIS CONTRACT YE 3
&
MAKE PAYMENT
ACCOUNT ACTIVITY
SETTLE.DATE LOCATION
11/3/2026 e ALL LOCATIONS v VIEW ALL ACTIVITIES REPORT VIEW SELECTED ACTIVITIES REPORT VIEW PAID STATEMENT REPORT DELETE ACTIVITY

SELECT PAGE

8

The duplicate check warning: click NO and fix the number.

2 PAYMENT SAVED confirms the amount paid and the new balance due. Click PRINT
RECEIPT, or PRINT CHECK to print the check.
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PAYOUT » VIDEO J PAYOUT RECEIPTS [ UNDO &

EMAIL

LOCATION NOTES

MAIN STREET MARKET
X PAYMENT SAVED

PAYOUT.METHOD
PAYOUT OF 2.99 PAID TO 1001 HAYES, AMY (CHECK # 1234). NEW BALANCE DUE: 0.00

& PRINT CHECK PRINT RECEIPT

PAYOUT

CHECK/ELECTRONIC.NUM

NOTE | LAST PAYOUT PAYMENT WAS 0 DAYS AGO

MAKE PAYMENT

ACCOUNT ACTIVITY

SETTLE.DATE LOCATION

11/3/2026 ALL LOCATIONS &7 VIEW ALL ACTIVITIES REPORT VIEW SELECTED ACTIVITIES REPORT VIEW PAID STATEMENT REPORT DELETE ACTIVITY

Print the check or receipt (8).

Print the check

PRINT CHECK opens a print preview of the check, with the amount written out and a customer
copy below. Click the printer icon to print it. You can also EXPORT it as a file, EXPORT TO FILE
MANAGER to keep it in Rose, or SEND TO MYPORTAL to share it with the consignor.

= @ CONTRACTS COMPLETE SQUARE SETUP Ooue @ MESSAGES <E Jsoes @

X PRINT PREVIEW

AT'S NEW

3 EXPORT (3 EXPORT TO FILE MANAGER

PAY( = CHECK-PRINT

11/03/2026
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vou JUNE BAKER

****SEVEN and 18/100
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NA1
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PAYC

PAY
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CUSTOMER COPY
MAIN STREET MARKET 11/03/2026
NOTE , N
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1/
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SELEC T #AGE: 0 o

Print with the printer icon, or send it to the consignor's myPortal.
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Step 5: Have the consignor sign

The payout receipt lists every item paid for, with the sold price, card fees, discount, split % and
amount paid out.

1 Have the consignor sign in the SIGNATURE box with a finger, a stylus or the mouse. Use
Clear signature to start again.

2 Click Sign. If the consignor isn't there, click Skip signature.

SIGNATURE

NOTE | LAST PAYOUT PAYMENT WAS 0 DAYS

MAKE PAYMENT

ACCOUNT ACTIVITY

SETTLE.DATE LOCATION

11/3/2026 i ALL LOCATION IVITY

Sign in the box with your finger, a stylus or the mouse Clear signature

SELECT PAGE

1 87 < < o
Skip signature
ALTER VIEW.RECEIPT SKU/TOKEN & DEL RECEIPT.URL

The consignor signs, then click Sign (9).

FAQ

Which sales does a payout cover?

The ticked account activity up to the SETTLE.DATE under ACCOUNT ACTIVITY. Change that date
before paying to set the cut-off.

How do | reprint a receipt or reverse a payout?
Use PAYOUT RECEIPTS / UNDO at the top of the payout screen.

Is there a video?
Yes. Click VIDEO next to the PAYOUT heading.

Can | pay several consignors at once?
Use BATCH PAYOUT on the Contracts toolbar.
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