Cash Drawers

The drawer function is used to track an employee’s activity with sales and cash handling. One employee is
assigned to a drawer and the money in it. Once an employee closes a drawer it can be re-opened for another.
All activity with drawers can be tracked by employee and register using the All Report.

Configure drawer options for the Job code

1. select employees from tool bar
2. select jobs
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3. select the job(s) that will work with drawers
= select the checkout report options
0 number of reports is the number of reports that will print when drawer is closed
0 checkout report is the report that will print when drawer is closed; the all report is the default
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4. select the rights tab
5. double-click to turn rights on or off
6. turn on cashier rights
= cashier — declare cash at clock out
= cashier — declare starting bank
o thisis at clock in
= cashier — one user per drawer
= cashier — open drawer
= cashier — prevent login if no drawer assigned
= cashier — select drawer at clock in

= cashier — select one drawer only

7. turn on manager rights
= cashier — approve functions
= cashier — assign drawer
= cashier — one user per drawer
= cashier — open drawer
= cashier — open any drawer
o allows user access to all cash drawers
(including cash drawers that they have not
been assigned)
8. select save

9. select close

Jobs  Rights ]Timekeeping} Cnmmands}

Johs Rights
Back of House - < On ‘ X 0ﬁ| Search|

X Cashiar - Assign Drawer
+ Cashier - Declare Cash at Clock Out

DT Cashier + Cashier - Declare Starting Bank
Delivery Cashr X Cashier - Orops

Driver + Cashier - Enter Paid Outs
Training | + Cashier - Enter Paid Ins

+ Cashier - One User Per Drawer
« Cashier - Open Drawer

Treﬁmer X Cashier - Open Any Drawer

Shit Leader « Cashier - Prevent Login if Mo Drawer is Assigned
Asst. Manager X Cashier - Prevent Use if Drawer Open

Store Manager + Cashier - Selact Orawer at Clock In

+ Cashier - Selsct One Drawer Only
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Johe Rights

Back of House ~ +On| Xoft| Search

X Cashier - (Tray) Open/Close

Cashier | Crew X Cashier - (Tray) Declare Gash

DT Cashier X Cashier - (Tray) Required

Delivery Cashr X Cashier - (Tray) Select at Clock In
Driver X Cashier - Accountable for Sales
Training L4 « Cagshier - Approve Functions

o Cashier - Azsign Drawer
X Cashier - Declare Cash at Clack Out

Tra.mar X Cashier - Declare Starting Bank
Shift Leader « Cashier - Drops

455t Manager  Cashier - Enter Paid Outs
Stare Manager  Cashier - Enter Paid Ins

« Cashier - One User Per Drawer

« Cashier - Open Drawer

 Cashier - Open Any Drawer

X Cashier - Prevent Login if Mo Drawer is Assigned
X Cashier - Prevent Use if Drawer Open

X Cashier - Select Drawer at Clock In

X Cashier - Select One Drawer Only
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Opening a drawer

An employee opens a drawer at clock in (customizable by job code). For accountability only one employee
uses a drawer at a time, although job code flags enable a manger to use any drawer.

1. clockin

2. select drawer

if ringing on register 1 select 01 Focus Drawer 1

if ringing on register 2 select 02 Backup Drawer 1

¥ ’, Cash Drawer Assignments

1’7~ 01 Focus Drawer 1
7 02 Backup Drawer 1

3. select save

note: if another employee is already assigned a message will appear

Information

Shelly Shift Leader is already
assigned to drawer 1 on station 01
Focus.

v
ok

4. enter starting bank; select ok
Starting Bank

5. enter access code
6. ring
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Closing a drawer

The report can be viewed before or after closing the drawer. Drawer will not show an over/short until after the
closing $amount is entered and drawer is closed.

1. count drawer

2. clock out

3. declare drawer amount; this includes the bank

(’..» Declare Drawer Amount
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Total Cash

4. select yes to confirm cash entered

Confirm (7

You have entered Cash of $239.64. Is

this correct?

5. employee is now clocked out; the all report will print at the receipt printer automatically



Cash Drawers

Example All Report

[Fecus

The all report will display the employee, the register, sales activity, total accountable, declared cash, net cash,

over/short amount.

= total accountable is employee’s total sales

» declared cash is the $amount employee counted in drawer

Kahala Enterprise
A1l Report Page 1

471172012 10:26:24 AM

EMPLOYEE Shelly S.
JO0B Cashier

TIME 4/11f12 9:22 AM - 471112 10:20 AM

TOTAL TIME 00:58
DRAWER 01 Focus 1
STATIOHN 01 Focus
REVEHUE CEHNTER Surf City Sgquez

Arerage Check 2 48.47
Average Guest 2 48.47
Average Time 0:00:24
Voids 0 0.00
Ho Sale Count o

Error Correct 1}

Discounts 1} 0.00
SALES AND TAXES

S5CS - Extras 49 24.50
SCS - Frt Smth 9 18.75
SCS - Swt Smth 22 53.69
Total 80 96.94
Subtotal 96.94
Inclusive Tax 0.00
Subtotal Disc 0.00
Het Sales 96.94
Food Tax 6,55
Total Tax 6.55
Total Sales 103.49
Paid Outs 0.00
Paid Ins 0.00
CC Tip Fee 0.00
Befunds 0.00
TOTAL ACCOUHTABLE 103.49

Gross Cash 2
Paid Outs 1]
CC Tip Fee

Tips Paid Out

Het Cash

Check 1}
Credit Cards 0
House Account 1]
Gift Cert. 0
Visa 1]
MfC 0
Amex 1]
Discover 0
Gift Card Redm 1]
Gift Card Redm 0
Cust. Account 1]
College Card L]

TOTAL PAYMEHTS

GRATUITTIES

Declared Tips

Tipped Sales

Tips 0.00% of Tipped Sales
Cash Tips

Charge Tips
CC Tip Fee

Het Charge Tips

PAYMEHNT DETATL

Cash

Chk # Amount Tip

| 1 | 52.31 | 0.00

| 2 | 51.18 | 0.00
Total 103.49 0.00

103.49
0.00
0.00
o0.00
103.49
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
__________ CASH DETATIL
103.49 Declared Cash 239.64
Het Cash -103.49
Starting Bank -100.00
0.00 [Ovrer] /Short 36.15
0.00
0.00 REFUHTDS
0.00 HO REFUHDS
RETURH ITEMS
.ao
0.00 OPEN CHECKS
__________ HO OPEH CHECKS
0.00
PATID ODUTS
HO PAID O0OUTS
—————————— PAID IHNHS
HO PAID IHS
Total
__________ DROP S
52.31 | HO DROPS
51.18 |
__________ DRAWER OPEHS
103.49 HO DRAWER OPEHS
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Run an All Report

1. run an activity report; this is the all report

& All Report
o
Empﬁ'&.f

€

L AD RDO 5.

" Amy A.

. " Chris C.

4. select ok

5. select time card
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6. select the time card

Select Time Card

04/11/2012 09:22-

select ok

select station

9. select 01 focus

Select Station

02 Backup ‘ Backoffice Station 4 Station 5 Station &

10. select ok to run customized report
= the report will display employee’s activity between 9:22am and 10:09am
= the report will display activity for register 1

B All Report

b3
# Shelly S.
Emplovecly

e
Time Card -

Station ‘ 01 Focus




