Training Cashiers

Logging in

o User name is always “C20249.username”
Starting a drawer

o Click on Begin New Drawer

-
& TouchNet Cashiering - Campus Merchant Edition

File Station Drawer History Window Help

& Items & G/L Codes @@ Cashiering Reports 4 Locations & Users  § Supervisor Cashiering Home

23 Cashiering Home

ll"b%} [ CASHIERING ]

SET THE CURVE"

&

Begin New Drawer Manage Locations & Users

>

* Sell iterns or services = Create new locations & stations

* Process historical transactions = Modify location & station properties

* Create or Modify users & permissions

View Help and Training View Cashiering Reports

* Look up cashiering procedures

* View summary sales activity
* Understand cashiering terminology * View G/L & cashier activity

* Get helpful tips & tricks * Generate free-form reports

@) Today @ Yesterday () This Week

Show the station summary information for:

&

() This Month

Manage [tems & G/L Codes

Supervise Cashier Activity

Welcome back, Rachel Ruiz
Last logi /11 - 11:29 AM

Veber State University

Station: Rachel PC

* Build new item sets
= Modify items (prices, attributes, etc.)
* Build & assign G/L codes

* Monitor cashiers & drawers
* Process end of business day
* Submit to General Ledger

() This Year Mo data for this date range




Adding transactions

p
& TouchNet Cashiering - Campus Merchant Edition

File Station Drawer History Window Help

& Cashiering - CME | &, Items & G/L Codes ) Cashiering Reports «$ Locations & Users  § Supervisor 59 Cashiering Home

Qty  Description Amount |

‘ ‘ Taxable Sale ‘ ‘ Non-taxable Sale ‘

(88 Vehicle Sales ] ‘ CMT Taxable Sales

‘ CMT Not Tax Sale
1

Sub Total: $0.00 Total:
Tax: $0.00 $0.00 .

2. Drawer Summary =0

» Cash $60.00
» Credit/Debit $0.00
» Checks $0.00
» Other $0.00

Drawer Total: $60.00

Up a Level

Accepting Payments

-
& TouchNet Cashiering - Campus Merchant Edition

— — -

Checkout

Please select a payment method.

= Cash, Credit, Debit

Armount: 51.00

¥

Cash Exact: §1.00 85 Quick Cash

@

§20 Quick Cash Credit/Debit

= ACH/Check Click on + for Paper Checks

Other Payment Types

§10 Quick Cash




Tallying and Deposits

It is very important that all tallies and drawers are always kept separate from the others.

1. Cashier closes and balances drawer at the end of shift.
a. From the cashiering screen, cashier clicks on close and balance drawer

[ & TouchNet Cashiering - Campus Merchant Edition E@u‘
File Station Drawer History Window Help
& ltems 8 G/L Codes @@ Cashiering Reports  «3 Locations & Users  § Supervisor 59 Cashiering Home
\? Shopping Cari:\‘.\rv ol 'V =5

DE |

Qty  Description Amount
Sub Total: $0.00 Total:
Tax: $0.00 $0.00

' - ~
> Drawer Summary .

» Cash

» Credit/Debit
» Checks

» Cther

Drawer Total:

¢él B

$62.09
$107.08
$62.09
$0.00

m

$231.26

‘ & OP Rentals

‘ & oP Field Trips

Sorse || &

Lift Tickets ’ ‘ & Challenge Ed’

@ Up a Level




& TouchMet Cashiering - Campus Merchant Edition

Close/Balance

Enter the drawer amounts in the Cashier Values section.

Computed Values Cashier Values
The values below are calculated by the system. The values below should reflect the manual counts.
Cash $62.09 Cash []s 62.09
Cash Tendered §62.09 Cash Tendered S52.09
Beginning 50,00 Beginning 0,00
Change Given 50.00 Change Given £0,00
Credit/Debit $107.08 Credit/Debit $107.08
Visa 5107.08 Visa §107.08
Checks $£62.09 Checks £62.09
Paper Check 562.09 Paper Check g 52.04
||
i Computed Total: $231.26 Counted Total: $231.26

| @ Subrnit Totals

‘ a Cancel ‘

a. Cashier counts out of the total cash in their drawer including the beginning cash amount and enters the
total in the indicated space.

b. Cashier sums the amount of paper checks in drawer and enters the amount in the indicated space.
c. Click Submit Totals
Click OK

@ Submit Totals = 23

Please confirm that you are ready to submit the drawer balances, and
provide the deposit ticket information, if applicable,

Label: 20110414 rdevoe 1
Deposit Ticket #1:

Deposit Ticket #2:

hl {GK H aCancel ‘

e o

e. Cashier initials and dates Drawer Balance Report and places the report and monies in a secure
environment for the supervisor’s review.



