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“To know | can check and see how the store is doing

even without being there is very helpful.”
Reveille Joe Coffee, Coffee Shop
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Closing a Shift

You can close a shift and count your drawer immediately OR you
can close your shift and count the drawer later in the Back office.

To close shift and count your drawer immediately:

1. Tap the Close Shift button. If you have a cash
drawer, the cash drawer will open.

2. Count the cash in the cash drawer. You can count up
all your cash and enter it in the Cash Amount field, or
you can use the Coin and Bill counter to assist you.

To access the Coin and Bill counter, tap Coins and
Bills. From this screen, you can enter the quantity or
amount you have of each coin and bill denomination.
When you tap Done, the total cash amount from
this screen will automatically be transferred to the
Cash Amount field.

3. Tap Next and enter the amount of cash you are going
to leave in the drawer.

Questions?
Call us at 1-877-270-3475
or
Log in to Silver Back Office to
chat with a representative

Visit NCRSilver.com
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Cancel Close Shift Coins & Bills
SHIFT OPENED: 6/19/14, 1:59 PM

Cash amount 150.00
Leave in drawer 100.00

Enter the amount you are leaving in the drawer after counting
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4. Tap Done. A detailed view of the cash reconciliation
information will be displayed. If the over/short
information looks to be incorrect, you can tap Recount
to edit the cash and leave in drawer amounts.

Note: If you do not have a user role that has
permission to access the Recount feature, when you
tap Recount you will be prompted to enter the PIN of
a user who does.

5. Once you are sure your drawer count is correct, tap
Confirm. The Shift Summary report will be
displayed. The system will also print a Pay Out receipt
for the amount of cash you are removing from the
drawer to be deposited or put in the safe.

Note: If you do not have a user role that has
permission to view/print the Shift Summary, the
report will not be displayed, and instead you will be
returned to the ticket entry screen.

Tap Print report to print the report to the receipt

printer or tap Close to close the screen.

To close shift and count your drawer later in the back office:

You need to first enable the feature. To do this:

e Tap the Settings icon on your Home screen.
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Catherine's Gift Shop - ) £ Help Logout

Point of Sale Back office Other functions

e Scroll down to the Cash Reconciliation header. The
toggle switch - Count in Back Office is defaulted to
OFF [count at closing]. Toggle switch ON to activate
the setting. It should now be green.

Table/Tag Assignment

Allows you to assign a table or custom tag to each ticket

PIN ENTRY

Require PIN entry L

Sets whether or not the device requires users to enter their PIN each time a
transaction is started

TIME CLOCK

Enable time clock O

Sets whether or not users can clock in and out on this iPad

CASH RECONCILIATION

Count in back office ()

When on, users enter the drawer count in the Silver Back Office instead of at
the POS when closing a shift

ITEM CATEGORIES
To close the shift:

1. Tap the Close Shift button.
2. Cashier must still enter a Leave in Drawer amount at

the POS. The amount cannot be edited later.
Cancel Close Shift Coins & Bills

SHIFT OPENED: 6/19/14, 1:59 PM

Cash amount 150.00

Leave in drawer 100.00

Enter the amount you are leaving in the drawer after counting
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3. Tap Next. The Cash Over/Short amount will display
"Pending".

Counting in Back Office:

1. Once you log in to your Back Office, go to RESULTS -
-Shifts (Under the Operations category on the left of
your screen). You will see a list of shifts pending cash
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2. Once you select the shift to count cash for, you are
prompted to enter the total cash for the shift. Cash is
entered as one total amount (no Bill & Coin counter).
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Cash Reconciliation Details

| count cash
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3. You can then perform a cash recount (edit the cash
count value), if necessary. Tapping the Edit button will
bring up the actual cash amount modal again and allow
you to enter a different value. Once entered, the
screen will be refreshed with the new calculation.

Cash Reconciliation Details & soom
shift
Opened 1/31/2013 4:56 PM by sford
Closed 5/24/2013 6:25 AM by csmith
Cash Counted 5/24/2013 6:25 AM by csmith
Total Tendered
aty Amount
Cash 81 $1,186.94
Check 2 $22.02
Credit Card 28 $437.47
Integrated Gift 8 $47.78
Cash Detail
Starting Cash Amount $100.00
Cash Sales $1,192.19
Pay Ins $0.00
Pay Outs
oare seoRMEDY  Awouwr  esson conmenr
4/25/2013 11:40 AM Sara ] Ford ($5.00) Lottery ‘Scratch off winner - John Smith
2/12/2013 2:17 PM Catherine Prewit. ($0.25) ‘safe Drop
Total ($5.25)
Expected Cash Amount $1,286.94
Cash Counted $1,285.36
Cash Left in Drawer $100.00
Actual Cash Amount $1,285.36
Over/Short ($1.58)
Deposit
Cash $1,185.36
Checks $22.02
Total $1,207.38

NOTE: You can Edit as many times as you like; however,
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once you save, the Over/Short and deposit are committed
and the cash can no longer be edited/recounted.
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