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11.04. Cash register

The&ash Regisa¢llows you to see and create in and out payments for the c
in your store. It also shows you the current balance of the cash register
cash reconciliation in a store if you are using a physical cash repository

Any payments madeuistaimer receipts supgpliler payments aomoaldéeon a
prescriptwahl also be show here. Those payments diB er to those made in t
are attached to a transaction (customer invoice or prescription). Any pay
are not attached to any other transactions.

Viewing the cash register

1. ClickSpecialab in the navigator.

2. Click@Qhsh Regisheaitton:

3. Thkash Regiswdll open:
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By default the window will show all of today’s transactions when it opens
the top inFihter bgction to see just the payments you want in the table.

Note thatfonbjisedsh transactions will show in the cash register.

The&urrent register bhbanzgou the current balance of all the in and out p
datal le - this is the amount of cash you should have in your physical cas
one.

For each transaction in the table you can see:

e Who the cash was received from or paid to

e Payment type:
orcis a cash receipt (cash paid to you by a customer or patient)
o psis a cash payment (cash paid by you to a supplier)

e Amount received or paiploswihierembercash iandrmeegativeumbercash

out
e Date of the transaction
e Other details such as reasons and comments

Adding or removing cash

All transactions involving pagmematwidldfied to the cash register. Those |
are made using the customer receipts module, the supplier payments pmc
payments on a prescription and all those payments are cponncted to thei

You can use this cash register functionalatyh tioo mbakessihyoaftd m the cash
register, without it being attached to another transaction. For example, t
depositing cash in the bank.
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You can set permissions to allow usecastlo immanakbélyhaddrom the cash
register.

Permissions for manual cash in/out transactions

Users need to h@veattlkeecash transapteomsssion setPennhesions{abh of the
user’'s details window to be able to add or remove cash frdmntd@irt@sh rec
users pafgpe details.

Manual cash in/out transactions

1. ClickAtdte transactbartton:

A mSupply mavigater

S 2 (0 3T || B

Patients Supple hern Reports Speecial Adrun

G T | D A

Curencies Femindes Crntacts Abbraisticns Warniegs

i )
Prescribess Merge prescribers

Brsc lakbels Cash Regester Stores Transaction categories

mMSupply UPC

Note: If the user does not have permission to make cash register transac
appear and they will not be able to proceed.

2. The Add cash transaction window appears:
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Add tiNeameof the person/organisation who is giving you the cash or recei!
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3. SelectTrlamsaction Tirwen the dropdo@ashiscy(temove cagshgsbhrifpadd
cash) and entAmoluembf cash being removed or added:
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4. If you are making a cash out trahptdotioapalmdvimhhledst is activated, you m
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select a reason for removing cash. YDeswmraptadwogadal fairther details of th
transaction:

Theptiomdrop down list will be activated when you are
makingCash otuansaction if you have entered Cash out
transaction reasons on the Options tab of the Preferences
(see tReeferences > Ogetcoiomn for details.

& Add cash transaction o -8
5 Invaice Number E
Copy ID to Entered by |user 1 ipass= usei
Ciptcand Entry date [04/11/2019

Confirm date
Hame

|Ha|!|pna| Bank | I,

HBK

Transaction type

Cash out b
Amount 00|

Option

Bank deposit i

Description

iweekly bank deposit

New cash register balance: 1001

HPR

5. CliOK then cSake & Cla®ell nalise the transaction:
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————— =
— —
—_—
L — =
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e e woox
==
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Once B nalised, the transaction can no longer be edited.

6. The new transaction will now appear in youCwragmtreggssee ramahdilhle e
be updated.
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Cancellations for prescription payments

When a prescription is cancelled, any payment made against it is not aut
the patient might give you the goods back but not receive a refund. The «
payment made against a cancelled prescription is to manually enter a cas
patient in the cash register. This will appear as a ps type transaction i

It is a good idea to have a separate Option for this type of cash out payn
them separately from other types of cash out transactions.

Printing a cash transaction report

1. ClickRhetoutton:

Canfinm... F 4
1

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

2. An Excel spreadsheet will open containing the list of transactions sho:
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If you want diB erent transactions to appear in the report, chanBeinhe B Ite
button. You can then save and/or print the spreadsheet from Excel. In th
diR erent selection of payments and receipts, including cancellations.

I/l Previdds03. Prescription payments 4|rl\blextt62diF€epor/1t/s
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