How to Cash up

Clerk:

Only do Safe Drops when the Register prompts you to do one. Do a Safe Drop for cash only; do not safe drop
checks. Do not do a Safe Drop at the end of your shift!

At register screen, touch Log off, then Log off again. Remove till from cash drawer and obtain a credit card
reading. The next clerk will sign in and insert their till.

Bring to office to set up drawer for next day.

At Back Office menu, log in your clerk password.
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Click on Cash up button. Then click on the Cash Drawers button.

In the Cash Up section, choose the correct date that you are declaring this drawer for. Then double click on
this date or click Change/Declare button.



e [
Clerk Hame Beginning Date Ending Date Quick Date Filter 1
Show All Clerk ]3;04;03 & |1£U?HDEI 4 &Y JYesterday v]
[#] ANl Clerk Wednesday Wednesday User : Temp Mgr

Dirawer (D DeClared] Open Date | Close Date | Clerk D Digplay Name

£/05208] 2/414/08

MANAGER

SHADGZ N 8/27/08| 8/27/08 ¢ | MANAGER
*A1204 H 12/04/08| 12/04/08 | M< |MANAGER
41230 N 12/30/08| 12/30/08 | M |MANAGER
340108 N 1/08/03| 1/06/03 24 |MANAGER
22 i »

Change /7 Declalel I@ E'irt.:lonc'llio l =) 'll:?:::]al Al l [ Close

Then click on the DRAWER CALCULATOR button (located on the bottom left of the Cash Up declare page) to
enter counts.

¥ Changing a drawmstr. Record

Clerk ID: 22 Clerk Might Shift Date: J05/09 Time: 21:08:49 H
Rolls Coins Total Total Cash 0.00
Pennigs: | 1] 0xom = 0.00 [F2] To Calculate
Mickels: [~ o0 ]  Dx005 = 0.00 Checks [ oo
Dimes: | 1] 0¥ 010 = 0.o0 Credit Cards 0.00
Cluarters: 0 00X 025 = 0.00 ;n?ditamps s
— om alk Slone 0.00 @ Print Declare
Total Change : W1 0.00
Enter How Many of Each Bill ol e I_E.D_D._
hega Bucks Paid Out 0.00 5
Daollars: 0¥ % 100 = 0.0 E=  Joumnal
Gt Seratch Ticket Paid Out 0.00
Fivas: Dx § 500 = 0.00 Store Coupon 0.00
Tens: | O X § 1000 = 0.00 Vendor Coupon U0 | g  PrintDepartment
Yendor Paid Out 0.00 Totals
Twenties: 0x % 2000 = 0.00 Gift Cert [ om
Fifties: 00X % 5000 = 0.00 | 0.00 @ Print
budreds: [ TX § 10000 = 0o l—‘m Reconciliation
| GIFTCERT | 0.o0
Total Bills 0.00 0.00
Drawer Calculatar [V' OK ] [x Cancel | Total Drawer: 0.00

Do calculations shown in the How to Cash Up examples on the following pages.




How to Cash up

This EXAMPLE is based on $200.00 start up drawer.
Enter $200.00 in the “Start up” area.

1. Count ALL coins first. Click on the DRAWER CALCULATOR button; use this calculator to enter counts.
Example: Drawer has 21 quarters, 49 dimes, 16 nickels, 26 pennies.

26x .01= .26
16 x.05= .80
49 x .10= $4.90

21 x.25 = §5.25
Total coins: $11.21

D
Rolls  Coins Total Start Up: 200.00 Cligi
Fennies: 0 26 = 00 = 0.26
Mickels: 0 16 ¥ 005 = .50
Dimes: I 43 x 010 = 490

Quarters: 0 21 % 0.25 = 5.25 Qverage:
Total Change 1n.a $0. 21 [] Subtract Overage

Enter How Many of Each Bill

Dallars: o4 ¥ % 100 = naoo

Fives: o4 ® % 500 = n.oo

Tens: o+ = %1000 = n.o0

Twenties: 0+ » %2000 = n.oo

Fifties: 04§ % § 5000 - 0.00 Total Drawer: Missing Money

Hundrads: o4 % $10000 = 0.0o $11.21 $188.79
Total Bills 0.00

2. Remove .21 cents from the drawer, place in deposit pile. The remainder of $11.00 stays in drawer.
Click on Subtract Overage. This will do the subtraction for you.



3. From this point, continue the cash count by entering the total amount of each.

 Drawer Calculator

Rolls Coins Total Start Up: 200.00 E
Pennies: [~ 0 [ 26 % 001 = 028
Mickels: [ 0 [ 16 %005 = 0.60
Dimes: [ 0 [ 43x010 = 4.90
Cuarers: [ 0 [ 21 %026 = 5 oF Overage:

Total Change n.zi $021 [¥]'Subtract Overage
Enter How Many of Each Bill
Dollars: [ 0% % § 100 = 0.00
Fives: JT: ® % ROD = 0.00
Tens: [ o0& = s 000 - 0.00
Twenties: 0% = % 20000 = 0.0o
Fitties: 0% % & 5000 = 0.00 Total Drawer: Missing Money
Hundreds: [ 0 ¢ » $100.00 = LA $11.00 $189.00
Total Bills 0.00

4. Example: $1 bills are counted from the coin count. (which is $11.00)
The calculator will do the work for you. Just enter the amount of bills of each denominator that you
wish to keep in the till. The calculator will prompt you to remove any overages of bills to place in the
deposit pile. For example: There are $42 ones. Drawer needs $39 in order to make it balance to $50.
Remove S3, place in deposit pile.

5. Example: Twenty (20) S5 bills are used in order to bring drawer to $150.

6. The remainder of the $5 bills is placed in the deposit pile.

7. Example: Five (5) $10 bills are used to balance the drawer at $200.00.

8. The remainder of the $10 bills is placed in the deposit pile.

9. The higher denomination bills are not used for the drawer start up. These are placed in the deposit
pile.



10. This pile is set to be calculated in the next step in Cash Up: Declaring the Drawer.

Rolls Coins Total Start Up: [ 200.00

Pennies: [ 0 [ 26 X001 = 0.26
Mickels: [T o [ 1B % 005 = 0.an
Dimes: [ o[ 4ax0i10 = 440
Quaters: [ 0 [ 21 x 0.5 = 5.25 Overage:

Total Change na $0.21 Subtract Overage

Enter How Many of Each Bill

Dollars: 39 & ¥ o100 = 39.00

Fives: 04 % ¢ 500 - 100.00

Tens: [ 58 X § 1000 = 50.00

Tuwenties: D: ® %2000 = n.oo

Fitiies: 04 % 5000 = 0.00 Total Drawer: Drawer Bal:

Hundreds: [ g & % 10000 = 0.00 $200 .00 $0.00
Total Bills 189.00

11. Using the deposit pile, insert coin and bill counts in the Declare sections of the Cash Up. Enter Checks,

credit cards and house charge amounts. Click on Print Declare and place with deposit.
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4 Changing a drawmsir Record m

Clerk 1D: 3¢ Clerk MANAGER Date: 12/04/08Time: 12:21:15 H
Rolls Coins Total Total Cash BES. 21
Pennies: ] 1x0Mm = 0o [F2] To Calculate
Mickels: i] 0x 005 = 0.00 Checks 182 .08
Dirmes: 0 % 010 = 020 Credit Cards 29016
Cluarters: j 1] 0¥ 025 = 0.0 go?ditamps 1 o.oo
T alb s 1 oo @ Print Declare
Total Change : WIC | 0.0o0
Enter How Many of Each Bill PRHEn AN 1._.__“166?2
Mega Bucks Paid Out 20.00 Ry
Diallars: | 35 %5 100 = 300 E=  Journal
A Scratch Ticket Paid Out | D
Fives: 9% § 500 = 95.00 Store Coupon | .00
Tens: 2% § 1000 = 72000 “endor Coupon 1 0.00 I Print Department
YYendar Paid Out | 0.00 Totals
Twenties: | 16 % § 2000 = 300.00 Gift Cart [ om
Fifties: 14 § 5000 = 50.00 Credit oon @ Print
S ]._-ﬁ-x § 10000 = 0.0 Canadian [ om Reconciliation
- | DEBEIT 0.00
Total Bills 568,00 [ 000
[a/ OK ] [X Cancel Total Drawer: 123315

12.



