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Overview 

 
 
When closing the terminal(s) (cash register(s)), the following steps must be completed: 
 
Step 1.  Run POS Audit Report by terminal; one for each terminal (cash register) 
Step 2.  Verify that the Drop was done for today 
Step 3.  Scan all invoices in to the max recall server using your multi-function printer 
Step 4.  Close the Terminal 
Step 4.  Confirm the Terminal 
Step 5.  Repeat steps 1 through 5 for each Terminal 
Step 6.  Close the Store (all cash registers) 
Step 7.  Do Bank Deposit 
Step 8.  Verify the close report and bank deposit match 
Step 9.  Verify and Match Refunds 
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1 



R E G I S T E R  C L O S E  A N D  B A N K  D E P O S I T :  S T A N D A R D  O P E R A T I N G  P R O C E D U R E S  

3 

Drops 

If you receive change from an armored car, you must immediately put the money in the 
terminal and do a “drop” for the terminal (make sure to count the money before doing the 
drop).  The drop should be done in the same terminal every time, this will help you to know if 
the drop was done or not before closing the terminal.  Once the drop is done you can then 
make change in the other terminals.   
 
To do a drop, do the following:   

 
 
From the POS entry screen, do the following: 
F-15 

Section 

2 

Note: Any discrepancy in count from bank must be reported to management and 
accounting immediately. *Refer to asset management policy 
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From the drop pull screen, do the following: 
 
Drop / Pull:  D (Change the P to a D) 
Amount:  Enter the dollar amount you received and are going to put in this terminal 
 
[Enter] 
 
 
Put the money in the drawer / terminal you did the drop for 
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Scanning Invoices into Max Recall 

 
Scan all barcoded invoices in to the max recall server using your multi-function 
printer 

Scanning “ALL BARCODED” invoices: 

 
  

  Place document to be scanned face up, with customer address information going in first, on your scanner. 
  
 1. Press the scan button. 
 2. Press the left button under the window. 
 3. Press your first preset speed dial button noted as “ABC” on the left side of your machine. 

 4. Push Start. 
 

The document will scan and will be stored for later retrieval from the Max Recall system. 
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POS Audit Report 

The POS audit report is to be printed right before you start to do your terminal 
close.  The POS audit report will show each transaction by terminal and will aid 
in helping you determine if the daily drop was done.  If you are short or over 
you will use this report to match up each transaction type to determine where 
you’re off, and why, so you can correct the problem.    

To print the POS Audit Report, do the following: 

 

From the POS main menu, do the following: 
23  
[Enter] 

Section 
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From the POS audit report menu, do the following: 
 
Store?  Your Two-digit store number 
Clerk ID?  Leave Blank 
Terminal?  Enter the terminal number you’re closing 
Include Open:  Y    Include Closed:  Y 
Close Date:  Date your closing 
Payment Method:  Leave Blank 
Report Sequence:  2 
Include Detail:  Y 
Credits Only:  N 
 
[Enter] 
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From the Report Options Screen, do the following: 
 
Verify the correct output queue  
 
[Enter] 
 
 
 

Note: Screen will go blank until report prints; this will take several minutes before the 
report starts printing 
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Point of Sale Errors 

 

CHECKING FOR POS ERRORS 

 
POS errors occur randomly due to availability of bandwidth, incorrect item set-up, when a 
clerk enters a payment miss-match, etc. 
 
POS errors must be cleared before the terminal and store are closed. 

 
To Check for Errors, do the following: 

Section 
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From the POS main screen, do the following: 
 

13 
[Enter] 
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From the POS inquiry selection screen, do the following: 
 

Store?  Key your two-digit Store Number 
Include Open: N 
Closed:  N 
Saved:  N 
Error:  Y 
 
[Enter] 
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From the POS inquiry screen, do the following: 
 
 
 

If you do not see any errors on the Point of Sale Inquiry Screen you are good and move on 
to section 5 
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From the POS inquiry screen, do the following: 
 
 
If you find an error you will need to recall the transaction in Point of Sale and fix the error or 
cancel the transaction. Go to the next page fixing POS errors. 
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FIXING POS ERRORS 

 

To fix the error you found, do the following: 
 
 

 
 

From the POS Sign On Screen, do the following: 
 

Function:  O 
Clerk ID?  Enter your clerk ID 
Password:  Enter your Password 
Terminal?  Enter the Terminal Number  
Drawer?  Enter the Drawer Number  
Store?  Enter Your Two-digit Store Number 
 
[Enter] 
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From the POS enter order Screen, do the following: 
 
 
 

F16  
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From the POS Inquiry Screen in POS, do the following: 
 
 

Recall the order that is in error status by selecting it from the Point of Sale Inquiry screen. 
 
 
 

Selection:  Enter number next to Error 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select order number of error in the Selection field then Press 
Enter.  
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From the POS enter order Screen, do the following: 
 
 

The order has been recalled.   
 
If order is not valid, do the following: 
F24 twice and you are done 
 
 
If this is a valid transaction, do the following: 
F10 to complete the sale and go to next page 
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From the POS check out Screen, do the following: 
 
 
 

If you see this message, you cannot enter the payment.  Call or send email to the IT Help 
Desk. 
 
 

If you do not see the following message, go to next page and enter payment 
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From the POS check out Screen, do the following: 
 
 

Complete the transaction by keying payment information and then tendering the sale 
 
 
Once all errors have been corrected or deleted you can go on to close the terminal 
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Terminal Close 

 
To close a terminal, do the following: 
 
 

 
 

From the POS main menu, do the following: 
1  
[Enter] 
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From the POS sign on Screen, do the following: 
 
Function:  O 
Clerk ID?  Enter your clerk ID 
Password:  Enter your Password 
Terminal?  Enter the Terminal Number you’re Closing 
Drawer?  Enter the Drawer Number you’re Closing 
Store?  Enter Your Two-digit Store Number 
 
F-2 
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From the terminal close confirmation screen, do the following: 
 
F-10 
 
 
 
 

Note: you can also enter F-5 to reprint a terminal close confirmation form; only if you 
have already closed the terminal 
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From the terminal closing screen, do the following: 
 
[Enter] 
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Count the cash from your terminal and enter the count for each denomination onto your 
form.  Separate cash and coin and confirm against amount in the deposit total field. Put 
startup money (default cash) into your cash box or bag and place in safe. 
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Enter number of checks in the space provided on the form. Use adding machine, run 
check totals and enter onto the form in the appropriate space. Add cash and check totals, 
then enter total deposit into the total deposit field. 
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Enter transaction count and sales totals for; credit cards, on account, gift cards and store 
credits in the spaces provided. Enter the sales transactions and pulls in the spaces 
provided. Enter totals for cash, credit cards, on account, gift cards and store credits in 
the total sales field. 

   



R E G I S T E R  C L O S E  A N D  B A N K  D E P O S I T :  S T A N D A R D  O P E R A T I N G  P R O C E D U R E S  

28 

Terminal Confirmation 

 
 
To confirm a terminal, do the following: 
 
 
 

 
 

From the POS main menu, do the following: 
11 
[Enter] 
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From the terminal close inquiry selection screen, do the following: 
 
Enter your Two-digit Store Number 
 
[Enter] 
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From the terminal close inquiry screen, do the following: 
 
Select:  Enter the Sel number next to the terminal you’re confirming 
[Enter] 
 
 
 
 
 

Note: You cannot confirm an open terminal.   
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From the terminal close detail screen, do the following: 
 
Enter the numbers from your close form in the Adjusted Column (yellow Fields) 
F-5 Twice 
 
 
 
 
 
 
 
 

These numbers should 
equal your deposit 

These numbers should 
match the Terminal Close 
Report. 
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From the terminal close confirmation screen, do the following: 
 
[Enter] 
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From the output queue screen, do the following: 
 
Verify the Output Queue is correct 
[Enter] 
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You now will not see the terminal you closed on the terminal close inquiry screen. 

 
 
 
Repeat Section 3, 4 and 5 for each terminal (register). 
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Store Close 

Once all terminals have been closed and confirmed, you will do a store close.  
Once you finish doing the store close, you will get a printout with totals.  You 
will use this report to verify your bank deposit matches the store close.   

 
To do a store close, do the following: 

 
 

From the POS main menu, do the following: 
12  
[Enter] 

Section 
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From the store close inquiry screen, do the following: 
 
Store?  Enter your two-digit store number 
Close Date:  Leave Blank 
 
[Enter] 
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From the store close inquiry screen, do the following: 
 
Select:  Enter the Sel number next to the terminal you’re confirming (will be red 
***OPEN***) 
 
[Enter] 
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From the store close detail screen, do the following: 
 
Verify your totals on all yellow fields 
Make any necessary changes  
 
F-5 Twice 
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From the store close screen, do the following: 
 
[Enter] 
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From the output queue screen, do the following: 
 
Verify the Output Queue is correct 
 
[Enter] 
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You now will not see any red ***OPEN*** which means you have closed the store and are 
ready to put your deposit together. 
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Over / Short 

$20.00 or more short or over must be reported to the Store Manager, District 
Manager and Loss Prevention Department at the time of the close.  To report 
an over or short; send an email or make a phone call to all appropriate parties.   

If your close is short/over, do the following: 

Cash 
 Verify that drop was done 

 Verify that drop was not done twice 

 Match cash receipts with POS Audit Report 

 Was a cash payment entered incorrectly? 

 Recount coin fund 

 If a mistake is found open terminal and correct transaction then close terminal 

 

 Checks  
 Match check receipts with POS Audit Report 

 Was a check payment entered incorrectly? 

 If a mistake is found open terminal and correct transaction then close terminal 

 Did the customer write the check for the wrong amount? 
 You will need to contact the customer for a replacement check.  You will need to 

report short on checks until the customer makes good. 
 When customer makes well on the check put check in the drawer and you will be 

over on that night’s deposit. 
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Credit Cards 
 Match credit card receipts with POS Audit Report  

 Search for missing invoices in cubby’s, beneath cash drawer, underneath the cash 
register, in your order tray, on the back counter, in the trash, in the other register, etc. 

 
Charges 

 Match charge receipts with POS Audit Report 

 Search for missing invoices in cubby’s, beneath cash drawer, underneath the cash 
register, in your order tray, on the back counter, in the trash, in the other register, etc. 

 If necessary reprint the invoice and call the customer asking them if you can fax the 
invoice for them to resign it or hold for signature the next time the customer comes in. 

 

 
 
$20.00 short or over must be reported to the Store Manager, District Manager and 
Loss Prevention Department that night, by Sending an email or phone call. 
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Bank Deposit 

When putting your deposit together, do the following steps:  
 

Step 1.   

 

Take out 1 each of the following items: 
a) Deposit bag 
b) Deposit Ticket 
c) Armored car book 
 

 

Step 2.  Add together all checks from all registers on calculator tape 
 

Section 
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Step 3.   

 
 

Separate cash deposit by denomination 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



R E G I S T E R  C L O S E  A N D  B A N K  D E P O S I T :  S T A N D A R D  O P E R A T I N G  P R O C E D U R E S  

48 

 

Step 4.   
 

 
 

Record number of each denomination on Back of Deposit Ticket in grey box area 
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Step  5. 

 

 

Fill out Deposit Ticket, do the following: 
a) Date:  Write Store Close Date 

b) Currency Box:  Total Cash (paper)  

c) Coin Box:  Total Coin 

d) List Each Check Box: Total Amount of all checks 

e) $ Box: Total Amount of Currency, Coin and Checks 

f) Gray Box :  Amount of Currency, Coin and Checks 
 

g) Above Kelly Paper Company: Write bag serial number on  
 deposit ticket 
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Step 6. 

 

Filling out Deposit Bag, do the following: 
a) Deposit Type:   

 If you have cash only; mark $ Currency/Coin ONLY box 

 If you have cash and checks; mark $Mixed Deposit(Cash 
& Checks) box 

b) Customer Name Box:  Write Kelly Paper   

c)   Store/Location Number box:  Write your Store Name & two-
digit store  number 

d) Date Box:  Write the store close date 

e) Currency box: Write the Currency total 

f) Coin Box:  Write the Coin total 

g) Checks Box:  Write Check total 

h) Total Box:  Write total deposit of currency, coin and checks 
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Step 7.  Do the following: 
 

a) Place currency, coin and checks in deposit bag  
 

b) Separate the three copies of the deposit ticket.  (white, yellow and pink) 
 

c) Place the white and yellow copy of the deposit ticket in bag ensuring that the front of 
the deposit ticket can be read through the back (Unprinted) side of the bag  

d) Peel off numbered release liner over sealing strip and retain for you records 

e) Press down firmly from center to edges 

f) Only ONE deposit per bag is allowed per close 
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Step 8. 

 

Fill out armor car book, do the following: 
a)   Date Box:  Store Close Date  

b)   Shipper box::  Kelly Paper 

c)   Branch/Store No. Box:  Your two-digit store  number 

d)   Exact Street Address Box:  Your Store Address 

e)   City Box:  Your Store City 

f)   State Box:  Your Store State 

g)   Zip Code Box:  Your Store Zip Code 

h)   Prepared By Box:  Your Signature 

i)   Contents Box:  What’s in the bag Cash/Checks 

j)   No. Sealed Items Box: 1 

k)   Bag/Serial No. Box:  Serial Number on Bag 

l)   $ Said To Contain Box:  Total Deposit (must match      
             deposit ticket) 

m)   Delivery To Box:   B of A 

n)   Branch/Store No. Box:  CCV 
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Step 9.   
 
On the front of your Store Close printout, do the following: 

a)   Verify your yellow deposit ticket matches your cash total 

b)   Verify your check tape from the calculator matches your check total 
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Step 10.   
 

 
 
 

On the back of your Store Close printout, do the following: 
a)   Tape pink deposit ticket 

b)   Tape check tape from calculator 

c)   Tape Strip with Serial number from Deposit Bag 

d)   Staple Terminal Close printouts for each terminal (registers)  
  to Store Close Printout 
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Step 11.   Secure deposit bag and all other monies in locked safe 
 
 
 
Step 12.   File Paperwork, do the following: 

a) File closing paperwork with all invoices and AR Offline Cash 
Entry Reports for the day 

b) File paperwork in manila file folder or catalog envelope and place 
in appropriate area of the store. 
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Verify and Match Refunds 

 
To Verify Refunds, do the following steps: 
 
 
Step 1.  Print the POS Audit Report.   
 
To print the POS Audit Report, do the following: 

 

From the POS main menu, do the following: 
23  
[Enter] 
 

Section 

11 
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From the POS audit report menu, do the following: 
 
Store?  Your Two-digit store number 
Clerk ID?  Leave Blank 
Terminal?  Leave Blank 
Include Open:  Y    Include Closed:  Y 
Close Date:  Date your closing 
Payment Method:  Leave Blank 
Report Sequence:  1 
Include Detail:  Y 
Credits Only:  Y 
[Enter] 
 
Note: Report takes several minutes to start printing 
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From the report options screen, do the following: 
 
Verify the correct output queue  
 
[Enter] 
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Step 2.  Verify refunds against report.  To verify refunds do the following:   
a) Make sure all refunds are accounted for 

b) Make sure all refunds are stamped, filled out and signed 

c) Any missing refunds or questionable refunds are to be reported 
to your manger or the Loss Prevention Department  
immediately 

 
 

Step 3.  Have Manager Sign off on report 
 
 
Step 4.  File report with invoices in designated file (this will be checked by District 

Manager and Loss Prevention Department) 
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Notes 
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Notes 
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Notes 
 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 
 


