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Section

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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Section

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.

Note: Any discrepancy in count from bank must be reported to management and
accounting immediately. *Refer to asset management policy

To do a drop, do the following:

Cust: 3002 LOS ANGELES NON-TRD TAX ENTER ORDER

Store: 082 Clerk: KEREEM Sub-Total:

Item & Description Quantity U/M Final Price Tot Amt

Item Number

=Cu5t =Cmnt5 =Item =Nu Sale =UE Order =DropE=ShNH

@@-chros [f5=1nq  [fFBill-To EB-return [FH=Head saved

17/002

From the POS entry screen, do the following:
F-15
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Cust: 3002 LOS ANGELES NON-TRD TARX ENTER ORDER

Store: 02 Clerk: KEREEM Sub-Total:

Item & Descr Tot Amt
DROP / PULL

Drop / Pull: D
Amount: 100,00

ltem Number

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




REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Section

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.




REGISTER CLOSE AND BANK DEPOSIT:

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:

= 1 Session B - [24 x B0

COMMAND

INQUIRE:

Point of Sale - Main Menu
Menu: PSMAIN

1. Peint of Sale Entry

11. Terminal Close Inquiry PRINT: 22. Item Price Labels
12, Store Close Inquiry 23. POS Audit Report
13. Point of Sale Inquiry

MENUS: . File Maintenance

. Item Balance Utility

(c) 1992-2004 Infor

Ready for option number or command

=== _

22/007

" [ ook Todey-tar... | @8 Copoamentsende... | 88 QProcedredabis.. | D) Regeter CoseandB., ol SemonA-[2xB] o Sesons- (240 50)
From the POS main menu, do the following:
23
[Enter]

STANDARD OPERATING PROCEDURES

Section

Brcther HL-2040 sevies on LISB001




REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

=1 Session B - [24 x BO]

Fl Edt munication Acian Heb

B P 2% B = %% 28 & &

POS AUDIT REPORT

Store? 4
Clerk ID? L
Terminal? 41 to?
Include Open: ¥ Closed: ¥ [Y/N)
Close Date: 092409 to:
Payment Method: ,
2=Credit Card
3=Check
4=0n Account
5=Store Credit

6=Gift Card

Report Sequence: 2 (1=Clerk 2=Terminal 3=Payment Method
Include Detail

Credits Only:

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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REPORT OPTIONS

Print Report: Y (Y/N)

Email Report: N (Y/N)

Submit to Batch: Y (Y/N)

Hold print: N (Y/N)

Output Queue:

Forms type: - (Blank = Default)

Number of Copies:

=1 7 [ B Cutlook Todsy-Mir... | B8 CDocumerts end ... | 8 QifProcedrectAPis.., | ©1F Seceion A« 24 0] =1 Sessi

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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P5302  09/24/0% 12.09.38 FPOS AUDIT REPORT BY TERMINAL M4 /KEHELJ BAGE 1
Store: 02 All Clerks Terminal Fr: 00023 Trclude Open: N Close Date Fr: 09/23/0% Payment Method: ALL METHODS
To: 00023 Include Closed: ¥ To: 08/23/0% Include Detail: ¥ Credits Only: N
Close Date Fayment Method Payment Amount Count
TERMINAL: 23 Register 3 DRAWER: 3
P0S Order Order No Customer No Customer Name Ent Date Payment Amount Payment Method
Drops/Pulls 100,00
Quick Pay B24410 G AND C PRINTING 09/23/0% 253.47 Check
guick Fay B01847  UNIVERSAL REFROGRAPHICS 09/23/09 .60 cash
2401327 VYORI /00 E701 AUTOMARTION PRINTING 03/23/0% 133.10 on Account
2401337 VYoDa/oo B01502  MOON OFFSET 09/23/09 7i0.%8  On Account
2401363 VYOH3 /00 B0l446 L B CRAFIX LLC 08/23/08 154 .44- On Account
2401409 VYOK1/00 BO1446 L A GRAFIX LLC 09/23/09 99,90 On Account
2401427 VYOLE/ 00 3EETOI50 FS5 GRAPHICS 09/23/05 151.77 Check
2401455 wYoM2,/00 801461  LIBERTY PAPER & PRINTING 09/23/09 302.50 On Account
2401483 VYDES/ 00 BO1481 LIBERTY PAPER & PRINTING as/23/08 £1.58 On Account
2401498 VYOR3/00 801523  NICE PRINTING 0s/23/09 182.80  On Account
2401513 VYORE/00 3onoz LOS BMNGELES NON-TRD TAX 08f23/09 16.79 Cash
2401529 WYOU4, /00 3002  LOS ANGELES MON-TRD TAX 09/23/09 26.11  Cash
2401551 vYows,/oo 801446 L A GRAFIX LLC 0s/23/08 210.84 On Account
2401787 WY1p1/00 #01572  GRAPHICS & BEYOND 09/23/09 201.24  On Account
2e01864 WYLF4/00 3002 LOS ANGELES NON-TRD TAX 09/23/08 4.73- Cash
2402123 wYi70/00 B01557  MARKEY PRINTING & GRAPHI 09/23/09 17.54  ©On Account
2402157 WYZBE/00 B24410 G AND C FRINTING 08/23/09 286.41 on Account
2402285 wYz2L2/ o0 801847 UNIVERSAL REPROGRAPHICE 09 a3/09 11.25- On Account
2402451 VY2E9/00 26221810 BEAUTIFUL FEOFLE 09,/22/09 30.91 Check
2402516 VY2E0,/00 27486551 ACRO PRESS 09/23/09 125.64 Cash
2402595 w¥zT9/00 27466551 ACRC PRESS 0a/23/09 192.18 cash
2402710 WYILT/S00 26288154 MODERMAGE PHOTO SERVICE o8f23/09 155.50 Credit Card
2402885 VY3Y3/00 801847 UNIVERSAL REPROGRAPHICS 09/23/0%9 65.40 On Account
240309% VY4F3/00 27487507  VALLADOLID PRINTING 03/23/09 29.53  Cash
2403583 VYSKEZ/00 1002 LOS ANGELES TRADE TAX 08/23/0% 27.31 cash
2403882 VYEA0,/00 32654581 SOURCE GRAPHICE 08/23/09 152.77 Check
2403933 VYSED/ 0D aonz LOS ANGELES MON-TRD TAX 09/23/0% 10.73 Credit Card
2404074 WYELE/ 0D Bolans PALMER ADDRESSING/MAILN 09/23/0% 21.02 On Account
2404765 wYTazZ/00 32498032 EMILIO A MENDEZ 0%/23/09 33,71 Cash
2404844 VYSEE/ 00 520017 REBORN ERINT DEA KSE DRINTING as/z3jo9 65.28 Cash
2404878 VYEGI/ 00 iggri7al IMPRENTA FACIL 0s/23/09 3.40 cash
2405042 WYazs/ oo 3002 LOS AMGELES MON-TRD TAX os/z23/o08 30.64 Cash
2405055 wYaii/oo 31002  LOS ANGELES MON-TRD TAX 09/23/09 1.65  Cash
09/23/0% 1-CASH 480.47 13
03/23/09 2-CREDIT CARD 170.23 2
09/23/09 3-CHECK 588.92 4
08/23/09 4-0N ACCOUNT #,117.62 14
08/23/09 5-STORE CREDIT REDEEMED .00 o
09/23/09 5-STORE CREDIT ISSUED .00 o
08/23/08 6-GIFT CARD REDEEMED il o
09/23/09 5-GIFT CARD TSSUED .00 o
TOTAL TERMIMAL 23 DRAWER 3 09/23/0%: 3,357.24 33
TOTAL TERMIMAL 23 09/23/0%: 3,357.24 33
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Section

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:

10
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=¥ Session A - [24 x 80] @@

File Edit View Communication Actions Window Hefp

B 2D 20 B w2 o el

COMMAND Point of Sale - Main Menu
Menu: PSMAIN

1. Point of Sale Entry

INQUIRE: 11. Terminal Close Inquiry . Item Price Labels
12. Store Close Inquiry . POS Audit Report
13, Point of Sale Inquiry
File Maintenance

Item Balance Utility

(c) 1992-2004 Infor

Ready for option number or command
=== lgl

22/009

From the POS main screen, do the following:

13
[Enter]

11



REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

=¥ Session A - [24

EEX

POINT OF SALE INQUIRY SELECTION

store? 21

Include Open: N Closed: N  Saved: N Error: Y [(Y/N)
POS Order Number:

Clerk?

Terminal?

Drawer?

EE=Exit

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]

12
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= ¥ Session A - [24 x 80] g@

Fle Edit Y ation Ackions Window  Help

| B ] %] e & @)

POINT OF SALE INQUIRY

POS POS Entry
Store QOrder Status Date Clerk Terminal Drw Search Word

Selection: I Limits:
Entry Date:
PO Number:
Co/Customer:
Find
City

=Elr'der' No =Retur‘n

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

13
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= ¥ Session A - [24 x 80] g@

Fle Edit Yiew Commurication Actions Window Help

B ] %] e & @]

POINT OF SALE INQUIRY

POS POS Entry
Store QOrder Status Date Clerk Terminal Drw Search Word
121 4690189 Error 11/07/11 KEROTC 212 2 xxERRORxx

Selection: I Limits:
Entry Date:
PO Number:
Co/Customer:
Find:

=Elr'der' No =Retur‘n

l 16/013

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.

14
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FIXING POS ERRORS

To fix the error you found, do the following:

= 1 Session B - [24 x B0

Flo Edl View Communicalion Acions Window Hep

B DE A% 2= «= 28 & @le

POINT OF SALE SIGN ON

Function: [I. 0=0rder R=Return
Clerk ID? KEREEM

Password:

Terminal?

Drawer?

Store?

i=Close =Exit ='_u-5t Inqg

* [ Bl outock Todey -Mir... | B8 Cpocuments end e, | B8 QifProceduresiA s, . | b Sessin A+ [24 2 B0) =1 Sess
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]

15
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=8 Session A - [24 x 80]

File Edi View Communication Actions Window Help

B B 2% 8 e s 2 o el

Cust: 3021 SAN BERNARDINO NON-TRADE TAX ENTER ORDER
Store: 21 Clerk: KEREEM Sub-Total:

Item & Description Quantity /M Final Price Tot Amt

Item Number

tem [E=No Sale E-0E order =DrcpE=ShNH

ill-To =Retur'n =Head Saved

17/002

54! 1902 - Session successully started T Printer on IP_172.16.133

(st s@mm - E-2wn

From the POS enter order Screen, do the following:

F16

16
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=8 Session A - [24 x 80]
File  Edi

Communi

Actions Window  Help

B B 2% 8 e s 2 o el

POS POS
Store Order Status

DEPOSIT: STANDARD OPERATING PROCEDURES

EEX

POINT OF SALE INQUIRY

Entry

Date Clerk Terminal Drw Search Word

ﬁl 21 4690189 Error 11/07/11 KEROTC 212 2 xxERRORxx

221 4680757 Saved 11/03/11 KETURP 212
321 4570458 Saved 9/28/11 KEKEIC 211

2 0914341024172524
1 MILLER-JONES

Select order number of error in the Selection field then Press

Enter.

Selection; - Limits

Entry Date:
PO Number:

Co/Customer:

Search Word:

Find:

B-ro

Number m=0rder No =Return

17/013

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

17
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=¥ Session A - [24 x 80] @@

File Edit View Communication Actions Window Hefp

B 2D 20 B w2 o el

Cust: 3021 Victorville Court Svc ENTER ORDER
Order: 4690189 Store: 21 Clerk: KEREEM Sub-Total:
Item & Description Quantity U/M Final Price Tot Amt
1 REF. INV.# Order No: 740UG/ 80 Co/Cust: 1/0000003021 SAN
2 BERNARDINO NON-TRADE TAX
3 Invoice No: 45115 22

4 Quantity Ord

5 SHE PRE-PAID AT THE STORE AND W ANTS IT DELIVERD

Item Number

=Cu5t =Cmnt5 =Item =No Sale =Chg Line =Dr‘opE=ShHH
F F F =

L-Chrgs

E-1ng s -IANERT M 10=Chk Out FB-Head =Cncl

MA) a 17/002

! 1902 - session successfully started

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

18
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=¥ Session A - [24 x 80] @@

File Edit View Communication Actions Window Hefp

B 2D 20 B w2 o el

CHECK 0UT Order: 4690189
Sub-Total: . 1=Cash 2=Credit/Debit 3=Check
Tr Disc: . Payment: l 4=0n Acct b5=Store Credit 6=Gift Card
Sales Tax: . 9=CC Entry
1 6.48 Payment by Visa

Total:

Tendered: . Selection: |

Balance: .

PO Mot

No. Items: . Note: )

6860: WARNING: Errors exist on POS Order. Please review Offline Report
Item & Description Quantity U/M Final Price

1 REF. INV.H Order No: 740UG/ 00 Co/Cust: 1/0000003021 SAN

2 BERNARDINO NON-TRADE TAX

3 Invoice No: 45115 22 Cus

4 Quantity Ord

5 SHE PRE-PAID AT THE STORE AND W ANTS IT DELIVERD

[@$=Bill-To Addr [@Bl=Print Opt [gAl=Cust Ingq
[g=Deposit [@¥:i-Return

03/040

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

19
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=¥ Session A - [24 x 80] @@

File Edit yiew Communic: ctions Window  Help

B 2D 20 B w2 o el

CHECK 0UT Order: 4690189
Sub-Total: . =Cash 2=Credit/Debit 3=Check
Tr Disc: . Payment: l =0n Acct b5=Store Credit 6=Gift Card
Sales Tax: . 9=CC Entry

Total:

Tendered: .00 Selection: |
Balance: 6.48

TP

No. Items: .ee@ Neote:r
Item & Description Quantity U/M Final Price

1 REF. INV.# Order No: 740UG/ BB Co/Cust: 1/0000003021 SAN

2 BERNARDINO NON-TRADE TAX

3 Invoice No: 45115 22 Cus

4 Quantity Ord

5 SHE PRE-PAID AT THE STORE AND W ANTS IT DELIVERD

[@$=Bill-To Addr [@Bl=Print Opt [gAl=Cust Ingq
[g=Deposit [@¥:i-Return

03/040

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

20
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Section

Terminal Close

To close a terminal, do the following:

= 1 Session B - [24 x B0 a|x|
Fila Edt Wiew Communication Actions Window Help

B i A% B e % 2o 8 el

COMMAND Point of Sale - Main Menu
Menu: PSMAIN

1. Point of Sale Entry

INQUIRE: 11. Terminal Close Inquiry PRINT: . Item Price Labels
. Store Close Inquiry . POS Audit Report

. Point of Sale Inquiry
MENUS: . File Maintenance

Item Balance Utility

(c) 1982-2004 Infor

Ready for option number or command

22/008

n successhuly sterted

& QifProcedreciAFlus. . | ™ Session A~ 24 x B0]

From the POS main menu, do the following:
1
[Enter]

21
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POINT OF SALE SIGN ON

Function: [I. 0=0rder R=Return
Clerk ID? KEREEM

Passuord:

Terminal?

Drawer?

Store?

=1 7 [ B Cutlook Todsy-Mir... | B8 CDocumerts end ... | 8 QifProcedrectAPis.., | ©1F Seceion A« 24 0] =1 Sessi

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

22
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JERMINAL CLOSE COWFIRMATION

Store: RIVERSIDE

Terminal: 141

Drawer: 1

Clerk: KEREEM Mike Reed

You are about to close out your drawer.
Please press & to close

or
to reprint a Close Out Form.

=1 7 [ B Cutlook Todsy-Mir... | B8 CDocumerts end ... | 8 QifProcedrectAPis.., | ©1F Seceion A« 24 0] =1 Sessi

From the terminal close confirmation screen, do the following:

F-10

Note: you can also enter F-5to reprint a terminal close confirmation form; only if you
have already closed the terminal

23
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1 Session B - [24 x B0] =

File Actions Window  Help

@ B AR B s 2 a el

TERMINAL CLOSING

Closing Date:

From the terminal closing screen, do the following:

[Enter]

24
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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.

01-Kelly Paper TERMINAL CLOSE REPORT
Date: 0/00/00 Time: 14:33:16 Hundreds:
Store: 38 SANTA FE SPRINGS Riftd
Terminal: 381 Drawer: 1 Twenties:
Clerk: Mike Reed Tens:
Faives
Wos

Drops: Coin:

Pulls: B i Subtotal:

Default Cash: - .00

Total Cash: ) i Y )
# of Checks: ) B ) Checks:
Total Deposgit:
# of Credit Cards: _ Credit Card: o
# of On Account: ~ On Account: B

# of Gift Cards: Gift Card: -
# of Store Credit: Store Credit:

Subtotal:

Total Sales:

# of No Sales: p——— mmmmmmsomo=
# of Drops/Pulls: - - e

COMMENTS :

Signature:

25
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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.

01-Kelly Paper TERMINAL CLOSE REPORT
Date: o/oo/o0 Time: 14:33:16 Hundreds: ()
Store: 38 SANTA FE SPRINGS Fifties: R £/
Terminal: 381 Drawer: 1 Twenties: A -
Clerk: Mike Reed Tens:

Fives:

Twos:
Ones: / ]
Drops: Coin:
Pulls: 2 [ Subtotal:
Default Cash: - .00

Total Cash:

# of Checks: Checks:

Total Deposit: R el T

# of Credit Cards: Credit Card:
# of On Account: ~ On Account:
## of Gift Cards: = Gift card:

# of Store Credit: Store Credit:

Subtotal:

Total Sales:
# of No Sales: . N S ——

# of Drops/Pulls: s——om——mmmsssscssses

COMMENTS :

Signature:

26



REGISTER CLOSE AND BANK DEPOSIT:

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.

STANDARD OPERATING PROCEDURES

D1 1 ape IERMINAL CLOSE REPORT
Dat /0 ) ( T'ime 14:3 Hundreds
Store: 3 I SPRINGS Fifties B
Terminal 3 3 ] ent
( K ike eed
Fives:
Two
Ones =
Drops B e
Pulls Subt al
Default Cash: 00
Total Cash:
# of Check Checks:
Total Deposil:
# of Credit Cards: Credit Caxd: &
# of Cn Account: On Account:: ) 5
# of Gifr Cards: Gift Card: R =
# of Store Credit: L - Store Credit: -
Subtotal: f
Total Sales:
# of No Sales: > - ==2= =St

Nrops/Pulls.

COMMENTS: _

Signature:

27
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Section

Terminal Confirmation

To confirm a terminal, do the following:

= 1 Session B - [24 x B0 |
Fila Edt Wiew Communication Actions Window Help

B i A% B e % 2o 8 el

COMMAND Point of Sale - Main Menu
Menu: PSMAIN

1. Point of Sale Entry

INQUIRE: 11. Terminal Close Inquiry PRINT: . Item Price Labels
. Store Close Inquiry . POS Audit Report

. Point of Sale Inquiry
MENUS: . File Maintenance

Item Balance Utility

(c) 1982-2004 Infor

Ready for option number or command

22/008
n successhuly sterted

B QProcedueclAFus... |7 Seeson A- (24 0]

From the POS main menu, do the following:
11
[Enter]

28
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1 Session B - [24 x B] ®
Fie "

o Windk

At jow  Help
) DR 2% @ w8 6 22 8 el

TERMINAL CLOSE INQUIRY SELECTION

Store? 14 _ |

7]
1B cutiook Today -tcr... | B8 Cilbocumerts ondSe... | B QiProcedirestAPks.., | =W SesskmA-(29xe0)  =@sessens-(e4xe] | © WindowsmedsPlover | ) Regster Cose snd. .

From the terminal close inquiry selection screen, do the following:
Enter your Two-digit Store Number

[Enter]

29
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= 1 Session B - [24 x BO] |
Fils Edt View Communication Actions Window Help

B DE AR 26 - 28| 2| @l

TERMINAL CLOSE INQUIRY UNCONF IRMED

Store: 14 RIVERSIDE

Sign On Close Out --- Close Out User ---
Sel Terminal Clerk Drawer Clerk Date Time Time Zone
1 141 KEREEM 1
2 142 KEREEM F3 KEREEM 8/24/09 13:45:37 DFT

Limit by: Terminal?
Sign On Clerk?
Close Date:

E: en H: ictual

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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Flo Edt View Communicalion Acons

B i SR ] w] s e s ele

Store:
Terminal:
Close Clerk
Close Date:

Terminal Totals
Cash
Drops/Pulls:
Total Cash:
Checks:

Orders:

REGISTER CLOSE AND BANK DEPOSIT:

TERMINAL CLOSE DETAIL

14 RIVERSIDE
142 Drawer: 2

KEREEM Mike Reed
9/24/08 13:45:37

Count
1
c]

o

Starting Amount:

Amoun t

STANDARD OPERATING PROCEDURES

Adjusted
L, 72,10

T72.

+ . +
Total Deposit: . 72.10

Credit Card:
On Account:
Gift Card:
Store Credit:
Total Sales:
No Sales:

=1 s 0] | © windowsMedaFlayer | T} Regeter Gose and...

From the terminal close detail screen, do the following:

Enter the numbers from your close form in the Adjusted Column (yellow Fig
F-5 Twice

These numbers should
equal your deposit

These numbers should
match the Terminal Close
Report.
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

1 Session B - [24 x B0] =

File Actions Window  Help

@ B AR B s 2 a el

TERMINAL CLOSE CONFIRMATION

Confirmaticn Date: _9/24/09

From the terminal close confirmation screen, do the following:

[Enter]
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

1 Session B - [24 x B0]
Fle & o

rrr——
B 2| | )% 2 3] @le

OUTPUT QUEUE

PURCHPRT

B
B Cutook Todey -Mio.. | B8 CDocumerts andSe... | 88 QiProceduretaPhs,.. | = ¥ Sesson &~ [24:x 0] =1 session 5- (24 x 80] © Windows MedisFlayer | 2] Register Close and ..,

From the output queue screen, do the following:

Verify the Output Queue is correct
[Enter]
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

= 1 Session B - [24 x BO] @ | x|

TERMINAL CLOSE INQUIRY UNCONF IRMED
Store: 14 RIVERSIDE
Sign On Close Out --- Close Out User ---

Sel Terminal Clerk Drawer Clerk Date Time Time Zone
1 141 KEREEM 1

Select: _ Limit by: Terminal?
Sign On Clerk?
Close Date:

EZI en H: ictual

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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

PE220  10/02/0% 17.22.51 TERMINAL CLOSE REPORT CV/KELEYT FAGE 1
Store: 15 UPLAND
Terminal: 151 Drawer: 1

Close Clerk: XKEDUEC Carolina Dube
Close Date: 10/02/09% 17:11:36

-------- SYBLEm ---=ca==| |«==e== Adjusted -------|

Count Amount Count Amount
Cash Orders: 1) 138.45 [ 138.45
Drops/Pulls: .00 .00
Tocal Cash: 136.45 138.45
Checks: a 1,946.14 a 1,946, 14
Total Deposit: 2,084.59 2,084.59
Credit Card Ropis: 14 2,148.77 14 2,148,797
on Account: 26 3,237.11 =14 3,237.11
Gift Cards: oo .00
Store Credits: .00 .00
Total Sales: 55 T7,470.47 55 7.,470.47
No Sales:

Adjustments: .00
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Section

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:

= 1 Session B - [24 x BO]
Fil EdE Wiew COmmunication Adions  Window Help

B By A% B = o8 0| @2

COMMAND Point of Sale - Main Menu
Menu: PSMAIN

1. Point of Sale Entry

INQUIRE: 11. Terminal Close Inquiry PRINT: 22. Item Price Labels
12. Store Close Inquiry 23. POS Audit Report

13. Point of Sale Inquiry
MENUS: . File Maintenance

. Item Balance Utility

(c) 1982-2004 Infor
Ready for option number or command
===> 12

22/009

¥ [ B cushook Today-tir... [ 8 CPocumerts erviSe... |8 Q:ifrocedrestafhs... | =8 Session - [24 280] =1 Sessi

From the POS main menu, do the following:
12
[Enter]
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

1 Session B - [24 x B0]
Fle & o

rrr——
B 2| | )% 2 3] @le

STORE CLOSE INQUIRY SELECTION

Store? 14_

Close Date:

B Cutook Todey -Mio.. | B8 CDocumerts andSe... | 88 QiProceduretaPhs,.. | = ¥ Sesson &~ [24:x 0] =1 sesi

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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

= 1 Session B - [24 x BO] |

Flo Edl View Communicalion Acions Window Hep

B i A% B e % 2o 8 el

STORE CLOSE INQUIRY

RIVERSIDE

---------- Out User mmmemmmm—m-
Time Zone Jotal Sales

DFT KEREYJ 4633.71
DFT KEREYJ 4286.94
10/03/087 17:24: DFT KELARJ 4544.81

10/04/07 1 35: KERYRK 4220.32
10/05/87 17:37: KELARJ 59086. 40
10/06/07 123 KERYAK 6601.05
10/08/07 138 KELARJ 6309.69

Select:

=¥ Session A - [24 % 80] = 1 Session B - [24 x 80] © Windows Media Flayer

From the store close inquiry screen, do the following:

Select: Enter the Sel number next to the terminal you’re confirming (will be red

***O P E N***)

[Enter]
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

= 1 Session B - [24 x B0
Fila Edt Wiew Communication Actions Window Help

B i A% B e % 2o 8 el

STORE CLOSE DETAIL
Store: 14 RIVERSIDE

Terminals Open: Terminals Unconfirmed:
Store Totals Count Confirmed Amt Count Adjusted
Cash Orders: 2 793.11 ... 793,11
Drops/Pulls: o .00
Total Cash: 793.11
Checks: .00
Total Deposit: 793.11

Credit Card Rcpts: .00
On Account: .00
Gift Card: .00
Store Credit: .00

Total Sales: 11
No Sales:

Difference:

Brother HL-2040 ser

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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

1 Session B - [24 x B0] =

File Actions Window  Help

@ B AR B s 2 a el

STORE CLOSING

Closing Date:

From the store close screen, do the following:

[Enter]
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

1 Session B - [24 x B0]
Fle & o

rrr——
B 2| | )% 2 3] @le

OUTPUT QUEUE

PURCHPRT

B Cutook Todey -Mio.. | B8 CDocumerts andSe... | 88 QiProceduretaPhs,.. | = ¥ Sesson &~ [24:x 0] =1 session 5- (24 x 80] © Windows MedisFlayer | 2] Register Close and ..,

From the output queue screen, do the following:
Verify the Output Queue is correct

[Enter]
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

= 1 Session B - [24 x B0
Fila Edt Wiew Communication Actions Window Help

B i A% B e % 2o 8 el

STORE CLOSE INQUIRY

RIVERSIDE

---------- Out User mmmemmmm—m-
Time Zone Jotal Sales
DFT KEREYJ 4633.71
DFT KEREYJ 4286.94
/ KELARJ 454481
18/04/07 17:35:1 DFT KERYRK 4220.32

10/05/07 13T DFT KELARJ 5906. 40
10/06/087 13:23: DFT KERYAK 6601.05
10/08/07 138 KELARJ 6309.69
10/09/07 :18: DFT KELARJ 13542.86

Select:

Brother HL-2040 ser

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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REGISTER CLOSE AND BANK DEPOSIT:

STANDARD OPERATING PROCEDURES

pE230  10/050% 17.26.15 STORE CLOSE REFORT H8/KELEYT PAGE
Store: 15 UPLAND
Close Date: 10/05/09 By User: KELEYT

System ------Confirmed ------- f------ Adjusted ===-=-==-|

Amount Count Amount Count Amount
Cagh Orders: 197.23 i0 10 202.33
Drops/Pulls: 100.00 1 1 100.900
Total Cash: 287.23 302.33
Checks: 1,401.72 B B 1,401.72
Total Deposit: 1,698.95 1,704.05
Credit Card Repts: 15,574 .98 34 15,574, 3& 15,574.98
on Account: 3,060.52 2% 3,060 29 3,060.52
Gift card .00 « 00
Store Credits: oo .00
Total Sales: 20,334.45 a2 2p,335.55 az 20,339.55
No Sales:

Adjustments: 00
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Section

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

AN N N N

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

Match check receipts with POS Audit Report

Checks
v

v' Was a check payment entered incorrectly?
v If a mistake is found open terminal and correct transaction then close terminal
v

Did the customer write the check for the wrong amount?

<2 You will need to contact the customer for a replacement check. You will need to
report short on checks until the customer makes good.

S 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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Credit Cards

v Match credit card receipts with POS Audit Report

v' 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
v' Match charge receipts with POS Audit Report

v' 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.

v 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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Section

Bank Deposit
When putting your deposit together, do the following steps:

T ey PR\
LAND #1517 16-3007 |

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
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Separate cash deposit by denomination
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Step 4.

Record number of each denomination on Back of Deposit Ticket in grey box area
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Step 5.

KELLY PAPER COMPANY
UPLAND # 15

0000 &5 123 220006E &% ALSEO"

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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Filling out Deposit Bag, do the following:
a) Deposit Type:
e If you have cash only; mark $ Currency/Coin ONLY box
e 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

50



REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Step 7. Do the following:

a)
b)

c)

d)
e)

f)

Place currency, coin and checks in deposit bag
Separate the three copies of the deposit ticket. (white, yellow and pink)

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

Peel off numbered release liner over sealing strip and retain for you records
Press down firmly from center to edges

Only ONE deposit per bag is allowed per close
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

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

[) $ 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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

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.
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On the back of your Store Close printout, do the following:

a)
b)
c)
d)

Tape pink deposit ticket
Tape check tape from calculator
Tape Strip with Serial number from Deposit Bag

Staple Terminal Close printouts for each terminal (registers)
to Store Close Printout
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING PROCEDURES

Section

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:

1 Session B - [24 x B0]

File Communication Actions Window  Hel

B B % B e % 2P @] @

COMMAND Point of Sale - Main Menu
Menu: PSMAIN

1. Peint of Sale Entry

INQUIRE: 11. Terminal Close Inquiry PRINT: 22. Item Price Labels
12. Store Close Inquiry 23. POS Audit Report

13. Point of Sale Inquiry
MENUS: 24. File Maintenance

. Item Balance Utility

(c) 1982-2004 Infor
Ready for option number or command
===)

22/007

Brother HL-2040 sesies o LISG001

t =1 " [ B Cutook Todey - Mar... | 88 Cilbocumerts sndSe... | 88 Q:fProceduwesiaPius. . | Gl Regster CoseandB... [ =8 Semima-[20x80] =1 Sesscan- (24 20) & REE 1
From the POS main menu, do the following:

23

[Enter]
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING
PROCEDURES

= 1 Session A - [24 x B0]

POS AUDIT REPORT

Store?
Clerk ID?
Terminal? o R
Include Open: oY (Y/N)
Close Date:
Payment Method:
=Credit Card
3=Check
4=0n Account
5=Store Credit
6=Gift Card

Report Sequence: 1

Include Detail:
Credits Only:

" | B otiook Today - M. = 1 Sassion A - [24 % 6] & Q:iProcedresiAPis.. | ) Regster Close andB...

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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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING
PROCEDURES

= 1 Session B - [24 x BO] |
Pl Edl Vew Conmunkcalion dcions Vindom

B DE AR 26 -

| &ef B @@

REPORT OPTIONS

Print Report: Y (Y/N)
Email Report: N (Y/N)
Submit to Batch: Y (Y/N)
Hold print: N (Y/N)

Output Queue:

Forms type: - (Blank = Default)

Number of Copies:

From the report options screen, do the following:
Verify the correct output queue

[Enter]
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REGISTER CLOSE AND BANK DEPOSIT: STANDARD OPERATING
PROCEDURES

P3301 0%/25/0% 11.11.28 BOS AUDIT REPORT BY CLERK LV/KEMORA FAGE 1
Store: 25 All Clerks All Terminals Include Open: Y Close Date Fr: 0%/24/0% Payment Method: ALL METHODS
Include Closed: ¥ To: 05/24/0% Include Detail: ¥ Credits Only: ¥

Close Date Payment Method Payment Amount Count

CLERK: KEALVY Yvonne A Alvardo

P0S Order Order Ne Customer No Customer Name Entry Date Payment Amount Payment Method
2406130 VEZET/00 3025  PASADENA NON-TRADE TAX 03/24/09 209.73- Cash
2406543 VEZ305/00 &25316  FULLER THEOLOGICAL SEMI 08/24/09 25.47- ©On Account
2406705 VE4CZ/0D B25486 MARKETING TOOLS 09/24/09 32._46 Cn Account
2406725 VE4EL1/00 825486 MARKETIRG TOOLE aa/24/09 38.5%- On Account
2407067 VZAB3S00 3025  PASADENA NON-TRADE TAX 03/24/09 13.50- cash
2408735 VZE17/00 3025 FASADENA NON-TRADE TAX 0a/24/09 27.66- Credic Card
2408737 VEEBEZ/00 3025 PASADENA NON-TRADE TAX 0s/24/09 48.2% Cash
2409304 VOOHE/ 00 3025 FASADENA NON-TRADE TAX gaf2a/09 14.17- Cash
TOTAL 05/24/05: 409.87- ]
09/24/09 1-CASH 285.69- 4
0s/24/09 2-CREDIT CARD 27.66 1
o3/24/09 3-CHECK .00 o
032409 4-0N ACCOUNT 56.52~- a
09 /24708 5-ETORE CREDIT REDEEMED .00 a
09/24/09 5-5TORE CREDIT TSSUED .00 0
o3/za/0%9 6-GIFPT CARD REDEEMED .00 i)
08/24/09 §-GIFT CARD ISSUED .00 a
TOTAL CLERK KEALVY: 409,87~ &

CLERK: HECHAM Miles Chan

POS Order oOrder Wo Customer No Customer Name Entry Date Payment Amount Payment Method
2408212 vZr2s/on 534210 ECCNOPRINT INC oafaa/09 7.56- On Account
2408706 VEBDE/ 00 1025  PASADENA NON-TRADE TAX 09/24/09 17.16- Credit Card
TOTAL 02/24/0%: 24.72- 2
0%/24/03 1-CASH oo [+]
o%f24/09 2-CREDIT CARD 17.16- 1
oo/24/09 3-CHECK .oo 9
098/24/09 4-0N ACCOUNT 7.56- 1
09/24/09 5-5TORE CREDIT REDEEMED .00 ]
o%/24/08 5-STORE CREDIT ISSUED ] [}
08/ /2408 &-GIFT CARD REDEEMED -ao [}
49/24/09 6-GIFT CARD 1SSUED .00 0
TOTAL CLERK KECHAM: 24.72- 2

CLERKE: KEMORA Royce A. Montenegro

POS Order COrder Mo Customer No Customer Name Entry Date Payment Amount Paymenk Method
2407678 VZEH3/00 801660 QUICK'R PRINT'R 03/z4/09 10.00- On Account

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
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