
Ending a Rental Contract 
 
 
First, inspect the instrument. If it shows more than expected levels of wear, tear, or damage, 
do not refund the full security deposit.  
 
Second, check their payment status in Authorize.net. It is very hard to keep track of payments 
in AIM. If they have been paying every month in Authorize.net without issue, assume their 
contract is current and cancel the rental without requiring further payment. 
  



 

 
 
Modules à Returns à Return Contract 
 
Type in the customer’s name.  



 
 
Does the name and serial number of the instrument match what is being returned? 
 
In most cases you will select “Refund Deposit”. If they do not get any of the deposit back, do 
not check this box. If the instrument is returned damaged, check “Refund Deposit” but add an 
appropriate amount on as a Maint(enance Fee). Show the customer the damage and explain to 
them the reason for the extra charges. 
 
You can select “Print Labels” to have a price tag printed out for the returned instrument. 
 
We do NOT generally prorate days. Their contract says they must pay for the final month in full 
even if they do not keep the instrument the full month. If they only go one day over and you 
want to offer some leeway there, you can type a number in the Prorate Days box.  



 
 
You will need to select a reason for the return. If they just do not want to rent the instrument 
any longer, select “Done”. In time we will probably need to add return reasons such as 
“Damage” if they need to swap out an instrument with damage protected under the warranty, 
etc. 
 
  



 
 
This is the last step before the customer is refunded their money and we can no longer make 
changes to their contract. 
 
Double-check that they are being refunded the correct amount. If necessary, X out of this 
window and make changes to the previous screen before you Save for good. 
 
Print out a copy of the invoice for the customer. 
 
 
 
 
Don’t forget to log in to Authorize.net to cancel payments there! 


