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Cash Drawer Balancing (Cashier)

It's the end of your shift and you're ready to leave for the day.
There's just one more process you need a complete - balancing your cash drawer.
Likely the "Cash for balancing" tool in POS is there to assist you with the end of day cash drawer closing process.

After opening a cash drawer session, the system tracks daily totals by clerk or by terminal depending on your
store's procedures.

At the end of your shift you record your drawer totals either online or manually.

Let's walk through the process starting with opening your cash drawer.

Topics
e Open Drawer
e  Closing Online

e  Closing Manually

Open Drawer
When you start your shift, you may be prompted to enter the beginning cash drawer balance after you sign on.

Most stores will set the default starting amount for the cash drawers. If this is the case, simply press "Enter" to
accept the amount.

Otherwise count the beginning cash, type the correct dollar amount in the box, and click OK.

Note that if you just need to look up an item or check the price, and don't want to start a cash drawer session, you
would press "Escape" or "Cancel" here.

Now you're ready to ring up sales and complete your shift just as you normally would.

In the background the system is keeping a running tally of the transactions.

Closing Online
When it's the end of your shift, you need a close and balance the cash drawer.

To do this, make sure your cursor is in the "ltem" field and then press the "Miscellaneous" button from the ribbon
menu and select the option "Print Totals and Close Cash Drawer" in the "Activity" heading.

If you're using tip or shortcuts, this will appear as option K.

A window opens with several options including entering the drawer amounts and closing the drawer, simply
closing the drawer, and printing the drawer totals.

Notice that this menu also gives you an opportunity to correct the beginning cash balance if you entered it
incorrectly when you open the drawer.

The option you'll select depends on your store's procedures.
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Let's look at the first option "Enter drawer amounts and close cash drawer" commonly referred to "Entering the
totals online".

In the "Enter Cash Drawer Actuals" window that appears you enter the actual dollar amounts in your cash drawer
for each type of tender.

Depending upon how your system was set up, the expected amount may be listed for the various tenders or these
amounts may be blank.

The buttons on the right side of the window bring up calculators that help you quickly total your drawer.
Let's hit "Cash" to see how this works.

The calculator window allows you to simply enter the count of each denomination and coin.

For example, if you have three fives, enter three next to the five denomination.

When you click OK, the system calculates the total and enters it in the cash box on the "Actuals" screen.
To edit your check totals, click the "Checks" button.

The "Check calculator" window allows you to enter the amount for each check it accepted.

Just type the check amount and press "Enter".

That check is added to the list here and you're ready to enter the next check amount.

If you make a mistake when entering a check amount, just check the box by the incorrect amount, then click
"Delete" and reenter the correct amount.

When all the checks have been entered, click OK.
The system totals the check and enters the amount on the actual screen.
Follow the same process for any of the other tenders you normally counted at the end of the day or shift.

If your store processes credit cards to the Eagle, there's no need to count bank cards, gift cards, debit cards, or
store merchandise cards.

If you're using a third-party source to process these types of tender, you would need to include them in your
drawer balancing.

When you have completed counting the drawer, click "All Done".
A summary containing a breakdown of your daily totals prints to your receipt printer.
This breakdown should be submitted to your manager.

The drawer is then closed and it's starting to reset to $0.00.

Closing Manually
Eagle point of sale also offers easy manual option for closing and balancing your cash drawer.

If your manager asked you to use option 2 "Close cash drawer" or option 3 "Print Cash Drawer Totals" window,
when you're closing your cash drawer, you'll follow these steps.

Start by selecting the option your manager asked you to use. With either one a cash drawer totals receipt prints.
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After removing the beginning cash, cancel drawer and fill in the actuals.
Turn these in along with the cash drawer to your manager.
As you can see, the cash drawer balancing procedure in Eagle is straightforward and to the point.

Following the steps helps you count your drawer more efficiently and allows your manager to easily sort out any
discrepancies with the daily deposit saving time and ensuring increased accuracy.

The bottom line for you is an easier, faster, and more transparent drawer reconciliation.

EPICDR 3 November 2, 2020



The contents of this document are for informational purposes only and are subject to change without notice.
Epicor Software Corporation makes no guarantee, representations or warranties with regard to the enclosed
information and specifically disclaims, to the full extent of the law, any applicable implied warranties, such as
fitness for a particular purpose, merchantability, satisfactory quality or reasonable skill and care. This document
and its contents, including the viewpoints, dates and functional content expressed herein are believed to be
accurate as of its date of publication. The usage of any Epicor software shall be pursuant to the applicable end user
license agreement and the performance of any consulting services by Epicor personnel shall be pursuant to
applicable standard services terms and conditions. Usage of the solution(s) described in this document with other
Epicor software or third party products may require the purchase of licenses for such other products. Epicor, the
Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States and other
countries. All other marks are owned by their respective owners. Copyright © 2016 Epicor Software Corporation.
All rights reserved.

About Epicor

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed
around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of

experience with our customers’ unique business processes and operational requirements is built into every solution—in

the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while

managing complexity. The result is powerful solutions that free your resources so you can grow your business. For more

information, connect with Epicor or visit www.epicor.com.

EPICOR

Corporate Office Latin America and Caribbean Europe, Middle East and Africa Asia Australia and New Zealand
804 Las Cimas Parkway Blvd. Antonio L. Rodriguez #1882 Int. 104 No. 1 The Arena 238A Thomson Road #23-06 Suite 2 Level 8,

Austin, TX 78746 Plaza Central, Col. Santa Maria Downshire Way Novena Square Tower A 100 Pacific Highway

USA Monterrey, Nuevo Leon, CP 64650 Bracknell, Berkshire RG12 1PU Singapore 307684 North Sydney, NSW 2060

Toll Free: +1.888.448.2636 Mexico United Kingdom Singapore Australia

Direct: +1.512.328.2300 Phone: +52.81.1551.7100 Phone: +44.1344.468468 Phone:  +65.6333.8121 Phone: +61.2.9927.6200

Fax: +1.512.278.5590 Fax: +52.81.1551.7117 Fax: +44.1344.468010 Fax: +65.6333.8131 Fax: +61.2.9927.6298


http://www.epicor.com/company/connect-with-epicor.aspx
file:///C:/Users/csandoval/Desktop/working%20on/Epicor%20Rebrand/Generic-Word-Templates/Epicor-Generic-Word-Template-0116/www.epicor.com

