DROPS

The Drop function is used to move a large sum of cash from a register to the safe. Drops
are done by the manager on duty. Include the dropped money when counting the
drawer at end of shift. For accountability, drawers should be assigned to each cashier.

note: if not using drawers and you would like to account for the money given to a certain cashier then
use the paid in and paid out functions

Drops

1. select functions from the function bar

Repors

-«
i
Dally

Sales

Tax Exempt

2. select drops

#i, Drops
@ 2 ® ¢




DROPS

3. select new

#4, New Drop

=B <None>

4. enter amount
5. use drop-down to select manager level employee
6. select ok

¥4, New Drop

Amount

Employee
Owner, Oliver

Shift Leader, Shelly "l




DROPS

7. select yes to confirm drop amount

Confirm (893)

® Drop $150.00 from Shelly S. to Oliver
0.7

10:32am 150.00 | Shelly S. Oliver 0. Shelly S.

note: to void drop, select the drop line then void



DROPS

Drops & Reporting

If using the “drawers” function, then the drop will display on the cashier’s accountability report, which is the reg
1, reg 2, etc. report. When running report, make sure to select the applicable employee, timecard, and station

&l Reg 1 Report

!"*

o€ ‘ Shelly S.
Employee

g )

Time Card /

!

Station 01 Focus

Drops appear under total sales and at the end of report with dropped to information.

CASH DETATIL

Declared Cash 0.00
Het Cash -128.56
Starting Bank -75.00
Ovrer/f[Short] -203. 56

REFUHDS
HO REFUHDS

RETURH ITEHS

%Reg"Repon ODOPEH CHECKS

HO OPEH CHECKS

Total Sales 276.56

Paid Outs 0.00 PAID OUTS
Paid Ins 0.00 HO PATID OUTS

CC Tip Fee 0.00

Drops -150.00 PAID INS
Refunds 0.00 HO PAID IHS
TOTAL ACCOUHTAELE 126.56 TIP POOLS

HO TIF FOOLS

PAYMEHNT SUMMARY

Gross Cash 4 276.56

Paid Outs 0 0.00 PROPS

Drops -150.00 Dropped To Amount
CC Tip Fee 0.00 e - -

Tips Paid Out 0.00 Oliver 0. -150.00



DROPS

When counting and closing the drawer, make sure to include the dropped amount in the final drawer count,
otherwise your report will show the drawer as short. The amount declared should have been $183.56, which is
$53.56 cash in drawer + $150.00 dropped to safe.

CASH DETATIL

Declared Cash 53.56
Het Cash -128. 56
Starting Bank -15.00
Overf[Short] -150.00

REFUHNDS
HO REFUHDS

RETURH ITEMNS

0ODPEHN CHETCKS
HO OPEH CHECKS

PAID ODUTS
HO PAID OUTS

PAID IHS
HO PAID IHS

TIP POODLS

HO TIP POOLS

DROPS
Dropped To Amount
0liver 0. -150.00



