Cash Trays

Cash trays are used to track an employee’s activity with sales and cash handling. Each employee is assigned
to a cash tray and the money in it. Cash trays can be prompted to open at clock in. All employees can access
cash trays or a manager can assign a cash tray. Several cash trays can be assigned and open at the same
time and used on the same register. If several are assigned on the same register, each cash tray will need to
be opened at the beginning of a transaction. All activity with cash trays can be tracked by employee and
register on the Drawer report.

Cash Tray options must be configured for correct initialization and operation. Cash tray options are located in
Locations, Jobs, and Packages.

Configure the drawer

Advcontrol file must be unlocked

access setup
select locations from tool bar

select stations from drop down

File Employees Customers Inwventory  Printers  Order Enfry Im Reports  Menu
§ — Locations
Jﬁ‘ﬁ \E w = Revenue Centers

Employees TimeCards Schedules ackboards el

4. select devices tab
Stations E|

Stations ] Devices ] Infarrnation ]
Stations Name Computer Mame Working Directary
DG~ [orrocus [Focus [erocusimages .|
02 Backup E Lacation Messages
Backoffice JPiRa Fresh - ]Normal -
Station 4
Station 5 -Printers = :
ctation & Part Driver Station
ation

Check COM2 w | Epson TM-88 - 01 Focus -
Station 7 1 —] J —J i —]
Station & Repot  |LPTI ¥ | [Defaut v | |01 Focus -
Statian 9 _ | | Credit  [cOM2 v JEpsnn TH-56 - Jm Focus -
Statian 10 |
Station 11 ~Display Blackhoards 1
Station 12 [~ Level1 [~ LewelB [~ Display Event Blackboards
Station 13 I Level2 [ Level 7 [~ Do Mot Display nFocus
Station 14 [~ Level3 I Level8
Station 15 [™ Leveld [~ Leveld
Station 18 [ Level5 [ Level10
Station 17 L
Station 18 Restart Options—
Station 19 Action Time Day
Station 20 © Mone @ Station Foous ]U4:UU AM Everyday =
Station 21 ¥ i i

Close Bgave x Cancel




Cash Trays

5. station 01 focus will be highlighted; this is register 1

Stations

Stations  Devices | information |

Stations
| Devices

02 Backy it Device 1 Device 2 Device 3 Device 4 Device 5 Device &
B3R P Device |Drawer  w | [<Moner > | [<Mone> = | [<Nore> > | [<None> = | [<Nore> > |

ackofiice

Station 4 Fart ]CDMZ _:_] ]<None> J_! i<None> _:_j ]<None> _:_! 1<None> _..'...j I<None> _:_]
Station 5 Baud | 9600 = | |<Nore> > | [<Honex = | [<Mone> = | [<Money > | [<None> = |
i Parity ]None ;] ]<None> _v_' §<None> ;J ]<None> ;! 1<None> _;J ]<None> ;]
Station 7
Station & Data Bits ]B L] ](Nnna> _v_] §<Nnne> L] ](Nnne) _v_] 1<Nnne> .L! ]<Nnne> L]
Station 9 Stop Bite |1 x| femores ] [eMores x| [ebones | [ehones | [Mones |
I Initialize | 1 i ] ] |
Gtation 11
Sletion 12 | Hocess [1B70000862 | | | | |
Station 13 -Pole Display Options | Rear Display Options-
Station 14

ldle Messages Format
Glation 15 !\T\l’_l-t— m
Station 16 1. Jpeleome to
. Width Height
Station 17 2 1PIR3 Fresh l‘—‘“‘““ ]—““-
Slation 18 = : s -
¥ Display Running Total

Station 19
Giation 20
Station 21 e

Close Bﬁave | ¥ cancel

6. set up another device named drawer
= any empty column can be used
= the device number is the cash tray number that will be displayed

7. all fields should match the existing drawer (device 1)

Stations Devices ]Information]

Stations
" [ Devices

Device 1 Device 2 Device 3 Device 4
02 Backup

B Device |Drawer v | |Drawer = | [<Mones = | [<Morer |
Station 4 Port jcomMz | oMz x| [<Mones v | feNones |
Station & Baud  [3600 = | [%E00 v | [<Moner = | [<Mones
el Parity ]None _;J ]None _v_I !(None> ;_] ]<N0ne>
Station ¥

Station 8 Dt Bits |8 ~1]s = | [<Moner v | [<More>
Station 8 Stop Bits i'l _:__] ]1 _:_! i(None> _j_j ]<N0ne>

Ll Lef L] L

I Iritilize | [ | ]
Station 11
it ia " focess  [1B7O000AGY  [1B70000464 | [

8. repeat the additional cash tray setup for all stations; i.e. 02 backup
9. select save
10. select close



Cash Trays

Configure cash tray options

1. select locations from tool bar
2. select locations from drop down

Menu

File Emplovees ©Customers Inwventory  Prinkers  Order Entry BE Reports

L, = . Locations
¢ \&- m Revenue Centers

Employees TimeCards Schedules k] Shations

3. select cash trays tab

Locations

Lacations |Menus| G voucher | Guest Check | Guest Check (Formats) | Printer ssignments | Screen Layout| Cash Trays |

Locations MName Revenue Center Crder Type
anaia [POIETEE [kanala ~ | [Take out =
Pizza Fresh ==

~Order Access Option:
Access Method Floor Plan Canvas

[checkr | | 1 [ Floor Plan Times

Drive Thru

Delivery - GuestOption

Driver Default #of Verify IfMore Than  Automatic Gratuity IfMore Than
| 110 10 [<Mone= = 6

Fundraiser-In :
Menu Rems to Charge Gratuity

- Hold Menu tem Filter (Exclude]
Fundraiser-Go &l (Reserved) = { )
<Mones - I

Kahala Corp L8
~Position Optians————  ~Kitchen Video Options— -Auto Combo Options
[~ Display Position " Mone ¢ OnThe Fly @ MNone
™ Increment Position by Meal Stage @& One Behind  AtPayment At Subtotal

v Delete Last ltem Only Iv¥ Frint Loyalty Receipt [~ Manual Close Check Regquired
[~ Highlight Gne ltem Only
Taxes

~Age Verificatio
¥ Food Tax g . "
[~ Werify Age
Age henu Itern Filter
a
¥ Non-Tax EBT l i esave =l
3 @ia L

¥ cancel

Clusel Eﬂave I 'F_Fg Copy

EE) Paste

4. select the options to link to the cash tray; do this for all applicable locations
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Cash Trays

= require open before use

= prompt for starting bank

» one user per tray; do not select if several cashiers will be sharing a tray
» enter default bank amount

= select drawer report as the close tray report and enter the number of reports to print when the
tray is closed

Locations &|

Lucatiuns] Menus] o Vuucherl GuestChecKi GuestChecK(Furmats)l PrimerAssignmenlsi Screen Layout  Cash Trays l

ShLalurts ~Drawer Cash Tray Options
PrT—" | [~ Require Open Before Use
[~ Prompt for Starting Bank
[~ One User Per Tray
Drive Thru Bank Amount  # of Reparts CIogeTray Report
i : [ s0.00 0 |Daily Sales =
Crriver Shift Inventory Worksheet
|<N0ne= A:J
Fundraiger-In £
Fundraiser-Go
Kahala Corp =

5. example tray below

Locations

Lucaﬁunsl Menusl CCVuucheri Guest Check.' Guest Check (Formats) | PrinterAssignmenis' Sereen Layout  Cash Trays I

Litatone ‘Drawer Cash Tray Options -
- : v Require Open Before Use

Feacky Mountaln I~ Prompt for Starting Bank

[~ One User Per Tray
Rl e e
Delivery
Drriver Shift Inventory Worksheet

|¢Nona>- =
Fundraiser-In
Fundraiser-Go
Kahala Corp =

= drawer will open before use; this is to enter beginning bank
» starting bank is $200.00; this can be changed when entering actual bank amount

= drawer reports is the close tray report

6. repeat steps for all applicable locations; i.e. drive thru
7. select save
8. select close



Cash Trays

Configure cash tray options for the Job code

1. select employees from tool bar
2. select jobs

Customers  Inventory  Printers  Order Entry  Locations  Reports  Menu

e 15 = W e

Labor Groups Schedules Blackboards Checks Reports
Messages

3. select the job(s) that will open and assign cash trays
= this would usually be a shift lead or manager position
= crew members can also be given this ability
4. select the rights tab
5. double-click to turn rights on or off
Cashier Example Shiftlead/Manager Example
The default is to set a manager or shiftlead to open a cash tray and then assign employees after clock in.

Jobs  Rights |T\mel¢aep\nq] Cormmands |

Jobs Rights IT\meIﬂaep\nq] commands |

Jobs Right Jobs Right:
Back of House Ao von| xon| search| Back of House von| xon Search”
Order Entry Order Entry
X Cashier - (Tray) Open/Close Cashier f Crew « Cashier - {Tray) Open/Close
DT Cashier X Cashier - (Tray) Declare Cash DT Cashier « Cashier - (Tray) Declare Cash
Delivery Cashr « Cashier - (Tray) Required Delivery Cashr « Cashier - (Tray) Required
Driver X Cashier - (Tray) Select at Clock In Driver « Cashier - (Tray) Select at Clock In
Training X Cashier - Accountable for Sales Training X Cashier - Accountable for Sales
X Cashier - Approve Functions « Cashier - Approve Functions
Trainer X Cashier - Assign Drawer Trainer o Cashier - Assign Drawer
) X Cashier - Declare Cash at Clock Out 3 X Cashier - Declare Cash at Clock Out
Shifl Leader X Cashier - Declare Starting Bank Shifl Leader X Cashier - Declare Starting Bank
Asst. Manager X Cashier - Drops Asst Manager « Cashier - Drops
Store Manager X Cashier - Enter Paid Outs  Cashier - Enter Paid Outs
« Cashier - Enter Paid Ins « Cashier - Enter Paid Ins
X Cashier - One User Per Drawer X Cashier - One User Per Drawer
Qwner « Cashier - Open Drawer Owner « Cashier - Open Drawer
X Cashier- Open Any Drawer « Cashier - Open Any Drawer
X Cashier - Prevent Login if Mo Drawer is Assigned X Cashier - Prevent Login if o Drawer is Assigned
X Cashier - Prevent Use if Drawer Open X Cashier - Prevent Use if Drawer Open
X Cashier - Select Drawer at Clock In X Cashier - Select Drawer at Clock In
= X Cashier - Select One Drawer Only = X Cashier - Select One Drawer Only

Jobs  Rights |T\mekaap|nu] Commands |

Jobs  Rights IT\msknap\ng] Commands |

Jobs ~Right Jobs ~Right
Back of House - ~ On | X orrl Eiaarch' Back of House  On | X Ol\‘| Eaamh”
X Transfer - Table Pending Cashlar! G X Transfer - Table Pending
X Transfer - All Open Checks ashier/ Crew « Transfer - All Open Checks
DT Cashier Reports DTFashler Reports .
Delivery Cashr X Checkout Report - iew Delivery Cashr + Checkout Report - View
X Checkout Report - Print Driver « Checkout Report - Print
X Checkout Report - Print if N Open Checks/Tips Training X Checkout Report - Print if No Opn.zn ChecksiTips
X Checkout Report - Access Other's Reports  Checkout Report - Access Other's Reports
X Drawer Report - View Trainer « Drawer Report - View
X Drawer Report - Print Stk Lesder + Drawer Report - Print .
X Drawer Report - Access Other's Reports et M "E)TEW?' FEF'E"T - ’é‘EEESS Other's Reports




Cash Trays

= order entry job rights
0 cashier — (tray) open/close

= select if employee is allowed to assign another employee to cash tray after clocking in;
this also allows an employee to close a cash tray at the end of a shift

0 cashier — (tray) declare cash
= select if employee is allowed to enter the ending amount of cash in the drawer
0 cashier — (tray) required

= jf this job right is on and an employee has not been assigned to a tray then the following
operations and commands are unavailable; accept payment, refund, paid out, paid in,
and drop

0 cashier — (tray) select at clock in
= allows employee to open/assign themselves to a cash tray at clock in

note: the employee will be automatically prompted to enter the starting bank if ‘prompt
for starting bank’ option is selected in locations/locations/cash trays

0 cashier — approve functions

= allows employee to assign an employee to a cash tray, enter a starting bank or declare
cash

o cashier — declare cash at clock out
0 cashier — declare starting bank
note: do not turn this on if a starting bank is already set — step 5
* reports job rights
o drawer report — view
= select if employee is allowed to view the drawer report before the cash tray is closed
o drawer report — print
= select if employee is allowed to print the drawer report before the cash tray is closed
o drawer report — access other’s reports

= select if employee is allowed to view/print a drawer report not assigned to

6. select save

7. select close



Cash Trays

Create a Cash Tray Package

1.
2.

7.
8.

select order entry from tool bar
select packages

Inventory Printers MelGEES WO Locations Reports Menu  Miscellaneous  Close Daw  Help

m Auto Combos X

m Blackboards a m E B
Schedules SIS Reports Messages Imvoices Inventori
Check Filters
Discounts
Gratuities
Order Types
Packages

select package 97

Packages
Packages Mame Image File Mame
§5.09 Ham Delight Combo a  |Package g7 | 2
$6.99 Terri Chkn Combo  Type Itern
§6.99 Philly Mac&Chz Combo 1 |<Nnne> - |<Nnne> - -
Package 81
Package 82 2 |<N0ne> - |<N0ne> -
Patkage 83 3 |<N0ne> - |<N0ne> -
Patkage 84
E 4. |=Mone= ~ | |=Mones -
Patkage 85 = I —I I —I
Package 86 5. [<Mone= = | fsmane- |
Package 87 5. [<MNone= ~ | [<mione- -
Patckage 88
Package 89 7. |<Mane~ > | |<Mane- =]
Package 90 5. |<None= ~ | [<Hone- -] ¥
Package 91
Package 92
Package 93
Package 94
Package 95
Package 96
Close Gﬁave | x Cance|

enter new name as Cash”"Trays
select command for type

select cash tray for item

Packages Mame Image File Mame

$5.99 Ham Delight Comba ~ ICash"Trays

$6.99 Terri Chkn Combo T Type

$6.99 Philly Mac&Chz Combo 1. lm

:E:::z: 212 2. |=none- v | |=none= =
Package 83 3. |=Nune= ;l |=Nune= ;I

select save

select close




Cash Trays

Add Cash Tray command to command bar

This must be done by job code

1. select employees from tool bar
2. select jobs

File BEjae-=a8 Customers  Inwenkary  Prinkers  Order Enbry Locations  Reparks Meno
Emplovess

b 16 =| S

Labor Groups Schedules Blackboards Checks Reports
Messages

select job to add command to

select commands tab

select an open slot to add cash tray

Jobs X

Jobs | Rights'Timekeeping Comrnands I
Jobs Commands Accessible Jobs
Back of House ~ i - A| vl Back of House P
|15, |void | =
Cashier i Crew
— ] 16. |Refund tern > |
Delivery Cashr i 17, |Rep0ns = I
Drriver
Training [ [ i |Close Dy Y I
19. |Account Y
Trainer l —l
Shift Leader 20. |Cust0mer i I
Asst Manager
21, |Modify ¥ 5
22, |
Account -
Owher 23, |Advance -
Assign -
24, |Batch
Capture
25, £
Close Day —
26. |Current Pos
v
S, Customer
Delay Print
Delete = -
Dispatch Bave 'fgl Copy | %Easte 3 cancel
Mivivemr

6. repeat steps for all applicable job codes
7. select save
8. select close



Cash Trays

Ringing
Opening Cash Trays

A cash tray must be opened before payments may be tendered to it. Depending on setup, a cash tray can
be opened by selecting a drawer at clock in or by selecting cash try from the command bar.

The default is to set a manager or shiftlead to open a cash tray and then assign employees after clock in.

Opening cash trays at clock in — manager function

1. clockin
2. highlight a drawer to select a cash tray

;.E-. Select Cash Tray
Drawer Count Assigned
Drawer 1
Drawer 2

3. select ok
4. select yes to open drawer

Confirm

Open 01 Focus (Drawer 1) with a
starting bank of $200.00 to Stanley

S.?

5. ring



Cash Trays

Ringing
Entering Starting Bank

1. touch cash tray from function bar

Cold Rocky | ® | &al O o

Stone Mountain | ip Lookup ) L‘ashTmy' Modify | Functions:

2. touch bank

3. touch a drawer to highlight
4. touch ok

"> Select Cash Tray
| Drawer Count Assigned

Drawer 1 11/07/11 12:54 PM Shelly C.
Drawer 2 11/07/11 12:55 PM Dale T.
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Cash Trays

5. the default of $200.00 will display

Enter Starting Bank
200.00 |

2 3

Cancel
|

6. touch ok or enter new amount and ok

Confirm

Set starting bank on 01 Focus
{Drawer 1) to $200.007?

v
Yes ___| No

7. touch yes to confirm

11



Cash Trays

Ringing
Assigning Cash Trays

1. touch cash tray from function bar

Rocky ® | ; '.f | 1 ﬁ

Mountain || ip Lookup | lZaihval wodify Functions

2. tguch assign_

¢ .» Cash Tray

Assign

3. touch a drawer to highlight

"> Select Cash Tray

| Drawer Coumt Assigned
Drawer 1 11/07/11 12:54 PM Shelly C.
Drawer 2 11/07/11 12:55 PM Dale T.

4. touch ok

12



Cash Trays

5. highlight employees to assign to drawer

g'/ Cash Tray Assignments
01 Focus (Drawer 1)

Employees
Chris A.
Dale T.
Dave D.
Don S.
Shelly C.

Assign ‘

6. touch assign
Confirm

Assign Chris A., Dale T. to 01 Focus
(Drawer 1)?

v

7. touch yes

13



Cash Trays

Ringing
Closing Cash Trays

1. count money, gift cards in drawer

2. touch cash tray from function bar

- -
Cold Rocky ® L.

Stone Mountain | D Lookup | Cash Tray |

3. ti)uch dec_lare

¢ Cash Tray

4. touch a drawer to highlight

5. touch ok

— )

€. Select Cash Tray

Drawer Count Assigned
11/07/11 12:54 PM

¢

Wiodify

[ 11107111 12:55 PM | |Dale T.

6. enter total cash, total checks, total gift cards

7. touch ok

14
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Cash Trays

note: touching the italicized words total cash will display another count screen to enter number of bills
and coins

» Drawer Tray Count

$100 X o =
50X 0 =
20X 0 = |
10X 0 = . = [
5X 0 |= . | —
1X 4 = . Cancel
50X 0 = |
25X 0 =
A0X 0 |=
05X 0 =
01X 0 =

Total Cash

Cash Tray Count

TotalCash
Total ot Cards

8. touch yes to confirm
Confirm (890),

Cash declaration on 01 Focus (Drawer
2) is $150.007

v

9. touch cash trays

oy | @ (7L ¢ o '|

Mountain |' 4D Lookup | Cash Tray | Modify Functions

10. touch close

11. touch a drawer to highlight

15



Cash Trays

12. touch ok

¢ Select Cash Tray
Drawer Count Assigned

Drawer 1 11/07/11 12:54 PM

[ 11107711 12:55 PM | |Dale T.

4

ok ! Cancel

13. touch yes to confirm

Confirm

Close 01 Focus (Drawer 1)?

v

Yes

16




Cash Trays

Reports

Drawer Report

1. touch functions from function bar

Rocky ‘ )

Mountain

1D Lookup Cash Tray | Modify

2. touch reports

Credit Cards Reports
Edit Tips Reports
(e
h
Offline Delay Print

Batch

3. touch drawer report

|
{55 Reports

Dally |

sales

Concept ‘

Voids& "| Al ‘
Discounts Report

"| Media ‘
Tendered

Discounts

"

Drawer | cc
Report Batches

4. use drop-down to select drawer

5. touch ok to display or touch print

i Drawer Report
Cash Tray
01 Focus Drawer 1 {11
Station: 01 Focus Drawer 1
Status OPEN
Opened: 1107/11 2:45 PM

Closed:

Assigned: Charlie H., Chris A., Shelly C., Stanley S.

Bank: $200.00
Declared: $295.08

¥

Functions
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Cash Trays

Payment section of report will list employees assigned to drawer and payment details

5w Drawer Report
Kahala Test Lab College Card 0 0.00
Drawer Report Page 1 Online Cakes o 0.00
11/7/2011 2:57:19 BM -
TOTAL PAYMEHTS 105.08
01 Focus (Drawer 1)
STATUS : OPEN GRATUITIES
TIME OPEWED : 11707711 2:45 PM ———
TIME CLOSED : Tips Owed To:
ASSIGHED : Charlie H.
Chris A. Total Tips Owed : 0.00
Shelly C. ° ips Uwed = )
Stanley S.

PAYHEHNT DETATIL
PAYMENT SUMMARY | seccccmcmccccccccccccccmcccmccc e — -

Cash
Gross Cash 4 95.08 Chk # Amount Tip Total
Paid Outs 1} .00
cC Tip Fee 0.00
Tips Paid Dut .00 1 1 | 24.54 | 0.00 | 24.54 |
1 2 | 26.07 | 0.00 | 26.07 |
Het Cash 95.08 | 3 I 3.95 | 0.00 | 3.95 |
Check 0 0.00 1 4 | 40.52 | 0.00 | 40.52 |
Credit Cards o 0.00 e
House Charge 0 0.00 Total 95.08 0.00 95.08
Gift Cert. 0 0.00
Visa 0 0.00 -
wye o a.00 Gift Card Redm
f 0 0.00 Chk # Amount Tip Total
Discover 1] 0.00 ———=
Gift Card Redm 0 0.00 | 3-1 | 10.00 | 0.00 | 10.00 |
Gift Card Redm 1 10.00 —
Cust. Account 0 0.00 Total 10.00 0.00 10.00

Cash Detail section of report will list declared and net cash, starting bank, gift cards, and any over/short
amounts.

Payment Amount Tip Total

Check 0.00 ©0.00 0.00

Credit Card 0.00 ©0.00 0.00

House Charg 0.00 0.00 0.00

Gift Cert. 0.00  0.00  0.00 Declared Gift Card Total 10.00
Visa 0.00 0.00 0.00 i

e 0.00  0.00 0.00 Gift Card Total -10.00
Amex 0.00 0.00 o.00 | T
Dimcover 0.00 0.00 0.00 Gift Card [Over]fShort 0.00
Gift Card R 0.00 ©0.00 0.00 REFUNDS

Gift Card R 10.00 ©0.00 10.00 HO REFUNDS

Cust. Accou 0.00 0.00 0.00

College Car 0.00 ©0.00 0.00 RETURN ITEMS

Online Cake 0.00 0.00 0.00

PAID ODUTS
HO PAID OUTS

CASH DETATIL

Declared Cash 295.08
PAID INS
Het Cash -95.08 O PAID INS
Starting Bank -200.00
Cash [Over]/Short 0.00 DROPRS
HO DROPS
Declared Check Total 0.00
Check Total 0.00 DRAWER OPENS
----- HO DRAWER OPENS
Checks [Over]/fShort 0.00

18



