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10.04. Cash register

The Cash Register shows all movements of cash in and out, and the current cash balance. It can be
used for managing cash reconciliation in a store.

Viewing the cash register

1. Click the Special tab in the navigator.

2. Click the Cash Register button.
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3. The Cash Register will open. You can see the Current register balance and, for each
transaction:

e Who the cash was received from or paid to

e Payment type, where rc is a cash receipt and ps is a supplier payment

e Amount received or paid, where a positive number is cash in and a negative number is cash
out

e Date of the transaction

e Other details such as reasons and comments
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Adding or removing cash

All transactions involving cash movement will be automatically added to the cash register. For
example, receiving payments for prescriptions or making payments of supplier invoices.

You can set permissions to allow users to manually add cash in or take cash out from the cash
register. For example, this may be necessary for depositing cash in the bank.

Permissions for manual cash in/out transactions

1. Go to Admin > Edit Users > double click user name.

2. In the Permissions (2) tab, check the Cash Transactions boxes to allow the user to perform
manual cash in/out transactions.

3. Click OK until you return to the navigator screen.
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names [ view customer invoicas ] Authorise supplier invoices
k] View customer, supplier & manufacturer
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Builds and bill of materials
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[ Edit bin of materials

[ Build items
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Cash transactions

[ Make cash payments

[ Receive cash

[+ Edit payment note field

Transfers
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Printing
[ print duplicate packing slips
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Cancel

Manual cash in/out transactions

Once permissions are set:
1. Click the Special tab in the navigator.
2. Click the Cash Register button.

3. Click the Add transaction button. Note: If the user does not have permission to make cash
register transactions, an error message will appear and they will not be able to proceed.
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4. Add the Name of the person/organisation to which the transaction relates.

& Add cash transaction [o o -]
E£’ Invoice Number 2
Copy ID to Entered by Eser 1 |pass= use|
Cipticard Entry date [04/11/2019
Confirm date |
Name
[Mational Bank | ‘l‘
HNEK
Tramsaction type
Cash out w
Amount %00
Option
Bank deposit .
Description
iveekly bank deposit]
New cash register balance: 1001
HPR

5. Select the Transaction Type from the dropdown list: Cash out (remove) or Cash in (add).

6. Enter the Amount of cash being removed or added.
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'E’ Invoice Number 2
Copy ID to Entered by |user 1 (pass= usel
Lo Entry date [04/11/2019

Confirm date |

NHame

|Maticnal Bank | \l‘

HEBK

Transaction type

Cash out w

Amount 00|

Option

Bank deposit W

Description

iWeekly bank deposit]
New cash register balance: 1001
HPR

7. If you are making a cash out transaction and the Option dropdown list is activated, you must
select a reason for removing cash. You may also add a Description to give further details of the
transaction.

—
i

\ You can set a list of standard Options for the user to select
@ from when removing cash from the register.

E’ Invoice Number 2
Copy ID to Entered by Eser 1 ipass= usei
Zrrsione Entry date pa112008 |

Confirm date |

NHame

[Hational Bank | l‘

NEK

Transaction type

Cash out w

Amount 00|

Option

Bank deposit w

Description

iweekly bank deposit]

New cash register balance: 1001

HPR
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8. Review the New Cash Register Balance, which will be automatically calculated.

4 Add cash transaction E=nBO8 =
=3 Inveice Number [2
Copy ID to Entered by |userl [pass= usei
Clipboard Entry date [04/11/2019
Confirm date
MName
:Hﬂlunal Bank -l-
NBK
Transaction type
Cash out w
Amount | 500
Option
Bank deposit w
Description
lWHHy bank deposit]
Hew cash register balance: 1001
NFR
cance

9. Click OK, then click Save & Close to finalise the transaction. Once finalised, the transaction can no
longer be edited.

Canfirm... x
1

Chcking OK vl fimalise thas transaction, and you won't be
able to edit it further. Would you like to finalise?

soe 2 o ||

10. The new transaction will now appear in your cash register and the Current register balance will
be updated.
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Filer By
fom Putazns [ T Butuzoon [ Tressctonepe | Alinensacions ¥ [E @
| J Add trmnsmdion Print
Humber Mame Tyet Defaned Readon Cammern Ampunt Confem date S
1 Sigliee Health Centre " Reveipt for wwoices) 17 [} 311072008 n
4 hmwndi, Amigas L Rroript for wwoionil 1% e 01AL MR n
| Swandi, Aiigas " Beoeipt for ewoicel) 30 300 aLae im
4 Seswndi, Arigas " Reveipt for ewoicei) 20 300 017102008 "
3 Sepndi, Amigay L] Bepeipt for wwoiceh) M 503 nAaLane n
& Seewndi, Artigas " Reveipt for wwoiceh) [} 0111072008 L]
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| Kariin, Cbie " Beueipt for ewoiceh) 28 L] [ K] L]
9 Marin, Obie e Reoeipt for wwoiced) 30 .71 017102009 "
EL
2 Matioeal Bank pi Bani depoat bank deposit 500 041072009 n
Il:u-nm: register Balance 1001 i!ﬂl

Printing a cash register summary

1. Click the Special tab in the navigator.
2. Click the Cash Register button.

3. Click the Print button.
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From faoamors |G Te fevemnm B T hpe |ABE =l @ @
| add transadion Print
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1 Siyhme Health Centre n Receipt for ewoiosi) 17 ] 10 L]
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Current regisher bulance: 1501 wee
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4. An Excel spreadsheet will open containing the same information as the cash register window. You
can now save and/or print the spreadsheet from Excel.
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Cash transactions

Store: Gieraril Wanahouis

Irvirece Hosmber ] Name [ mpe [ Optien | Arteuet [ s | Conlirm date ] Comment
1 Skyine Hegith Cerérm oo 0 in 31710119 Becept for irvosoe(s) §T
T Sarand, Ariigas 4 300 fn L1719 Receipl for irvosce{s) 19
§ Sarand, Artigas " B0 in 1131719 Recwpt for irvosce(i) 30
d Sprand, Arfigas T 3 in LIL/19 Beceiph for irvosoe]s) 21
5 Serand, Artiges 3 506 In 1731719 Eeceipt for irvasoni]) 24
§ Sarand, Artigss " 0 in /11418 Becept for irvoion(y)
T Sarand, Artigas ¥ oin LILES Recepl o irvosoe(s) 26
B Mariin, Obis i @ fn 1131718 Recwpt for irvosce(i) 38
o Marlin, Diie " 251 In L/11719 Eeceipt for irnosce{s) 30
1 Gold rradical duppley o 204 in A110 Recept Tor irvosoa{a) 12

Csrraim nagiser balanos: b0
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