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This is a quick document to go through the Cash processing, from Opening the tills in the
morning, to Pick-ups at the end of the day and Cash-up; including Day Closure and posting to
Ledger. As well as all processes related to Cash handling, i.e., Cash Pay-outs, Cash Refunds
on Accounts and Cash Supplier Payments.

Day Start-up

Each person that does sales must have an open till users; to open a till do the following:
1. From main menu, open CASH OFFICE:

' GENESIS : Main Menu

CASH AND CARRY SIMULATION - CASH _CARRY SIMULATION
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2. When you open the cash office you must see the following Window.

G Open Cash Office Till - [a x|
@ g Cash-Office Till No. 4} Options

Cashiers Name [ERNY MOUTON | Open Til
| Exit
0 P E N Date Closed | EARCIIRIEE]
C A S H Time Closed
OFFICE
TILL

| corgoo  [lopen Cash Office Till

Then you must select OPEN TILL

3. Now that the Cash Office is open you need to goto TILL UTILITIES then TILL
UNLOCK KEYS.
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(&7 Til Unlock Keys [
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@8 Cash-Office Til Function

¥ Balance & Close Tills




4. On the next Screen you will find all the till numbers, select the first till number and
then select GENERATE KEY.

Status

%" Cash Office : Generate Till Unlock Keys

Till.No Cashup No. Cashiers Name,

Opening Float  Closing Float

Relief Till Return Till Unlock Key

Open 101 5503455 33 test - 33 > 0.00 000 [ ]
Open 102 5503442 |JACO - JACO 0.00 0.00 ] |
Closed 103 0[KEY103 0.00 000 [ O
Locked 104 5503448 |MARIO - MARIO 0.00 000 [ [0 |##essEs8885885
Counting 200 5503453 |MM - MM 0.00 3000.00 O O
Closed 201 0|TEST 0.00 0.00 O O
Closed 202 0|KEY 202 0.00 0.00 O O FEFEERERELEREE
Closed 203 0|KEY 203 0.00 0.00 ] |
Closed 204 0|KEY 204 0.00 000 [ O
Closed 205 0|KEY 205 0.00 0.00 ] |
Open 206 5500819 |OPEM TABLE - OPEN-TABEL 0.00 000 [ O
Closed 207 0/1AC0 0.00 0.00 O O
Closed 498 0 |ADMIN TILL 0.00 0.00 ] |
Open 439 5503454 |33 test - 33 0.00 000 [ O

Generate I(
B4 Re-Print Key

| coFose |cash office : Generate Till UnLock Keys

5. On this screen you will generate the key for the cashier for the till number you have
selected. (PLEASE MAKE SURE YOU SELECT ONE CASHIER FOR ONE
TILL NUMBER)

5.1
5.2

At Cashier Name please select the corresponding Cashier

Then select (F10) GENERATE
Repeat this process for each of the cashiers you have.
You will see there is a stub that prints after you select (F10) or Generate

c&r Cash Office : Generate Unlock Keys

This function will Generate a TILL UNLOCK KEY for the selected till
as well as an End-of-Day Cash-up Number.
The Cash-up Number will be used for all Till Activity for the day.

Flease enter the name of the Cashier that is assigned to this Till

Till Mo.

103

Date |2022/07/04

Cashiers Name

Opening Float

33 test - 33

CYNTHIA - CYNTHIA
JACO -JACO

UnLock Key

LINAH - LINAH

MARIO - MARIO

MICHAEL DOS SANTOS - MICHAEL

MM - MM

OPEM TABLE - OPEM-TABEL

SUSAM JACOBS - 505001
Closed Cose TS

Time

Supervisor

2022/01/31 | 10:58:54 HAMZA
Opened Open Til 2021/06/11 11:02:57 TILL103
Opened Open Til 2021/06/11 07:38:38 TILL103
Mame Change |Cashier : BOMNGI - BONGI 2021f08f11 07:36:02 SUSAN
Locked Mew Unlock Key & CashUpNo @ 5503446 2021/06/11 07:36:02 SUSAN
Closed EQD Close Tills 2021/06/10 17:31:44 SUSAM
Opened Open Til 2021/08/10 07:36:39 TILL103
Mame Change |Cashier : BONGI - BONGI 2021/06/10 07:34:36 SUSAM
Locked Mew Unlock Key & CashUpMo @ 5503442 20210810 07:34:36 SUSAN
Clozed ECD Close Tills 20210605 142756 MARIO
i P Tl AN NS NE DT TTLL A0

Generate

E et

| coFp11  ||cash office : View Till Values




Day Closure

Each user’s till that was opened during the day must be Picked up, so that no Cash, Cheques
or Credit Cards amounts are left unaccounted for, this will determine if they are Short or

Over.

1. From the main menu open Cash Office, with a user that is allowed to access Cash

Office, this user is called a Management Till user.

' GENESIS : Main Menu

|CASH AND CARRY SIMULATION - CASH _CARRY SIMULATION
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2. Select Till Utilities and then Pickups.
7 coF
il Utﬂjti ] Management i End-of-Day i Reports
Pickups
P IR E IR I

Replenishments

CASH AND CARRY SIMULATION

Till Unlock Keys
Supervisor KEYS

Cash-Drop Verification
Cash-Office Till Function

vESEEREDER

Balkence & Close Tills

3. The following screen will open:

%" Cash Office: Till Pickups

Cashiers Name

Till Status

Opening Float Till Takings Pickups

Value in Till CASH in Till Cas|

(=] 2 ==

Till No. T
b 33 test-33 0.00 0.00 0.00 0.00 P EE] Options %
JACO - JACO 0.00 0.00 0.00 0.00 0.00 550 View Till Values
KEY103 0.00 0.00 0.00 0.00 0.00 0 View Pickups
MARIO - MARIO 0.00 0.00 0.00 0.00 0.00 550 View Tl Actiity
Counting 200 MM - MM 0.00 -500.00 0.00 -500.00 -500.00 550 View Doc Activiy
Closed 201 TEST 0.00 0.00 0.00 0.00 0.00 0
Closed 202 KEY 202 0.00 0.00 0.00 0.00 0.00 0 & e
Closed 203 KEY 203 0.00 0.00 0.00 0.00 0.00 0 -
Closed 204 KEY 204 0.00 0.00 0.00 0.00 0.00 0 m
Closed 205 KEY 205 0.00 0.00 0.00 0.00 0.00 0 Refrech Grid
Open 206 OPEN TABLE - OPEN-TABEL 0.00 0.00 0.00 0.00 0.00 550
Closed 207 1ACO 0.00 0.00 0.00 0.00 0.00 0
Closed 438 ADMIN TILL 0.00 0.00 0.00 0.00 0.00 0
Open 439 I3 test - 33 0.00 2 260.00 0.00 2 260.00 2260.00 550
Grid Line Color
I_ Call Cashier {Cash Limit)
[ Cashier CALLED - Waiting
I_ Till Balanced
I_ Counting Float
[ Till Locked
[ TilClosed
= > || [] Auto-Refresh &rid
4 | coFo10 |lcash office : Till Pickups | # Auto-Refresh OFF




5. Every user with CASH (Money) in the Till must be picked up, select the person with
the mouse and press F5 Pick Up. The following screen will open:

¥ Cash Office: Till Pickups - O X
Til o, [439 | [33 test - 33 | Opening Float
Till Status |Open | Closing Float
Cashup No. 5503454
Pickups Youchers
Tender Type Till Takings Pickups Balance in Till
Cash 2 260.00 0.00 2 260.00 2260 CA Save PickUp |~
Cheques 0.00 0.00 0.00 0.00 CQ —
Credit Cards 0.00 0,00 0.00 0,00 CR Exit
Vouchers 0.00 0.00 0.00 0.00 vC
Transfers 0.00 0,00 0.00 0.00 TR m
Wallets 0.00 0.00 0.00 0.00 WL
Vouchers
Split Cash
Totals 2 260.00 0.00 2 260.00 2 260.00
< >

| coFo14 |lcash Office : Till Pickups

6. Enter the total Cash counted as well as Credit Cards into the DRAW NOW column
and then press F10 Save Pickup. Do this for all users. This can be done after each
cashier goes home. Ideally by the person locking the store, also referred to the
Management Till user. There must be no Cash in the Till for any Till, as this will

affect the Day End Closing.

7. Next, we need to close each Till, select Till Utilities, then Balance & Close Tills.

CEF
#CoF

Till Utilities #] Management

f  End-of-Day

Pickups ﬂ EI

Replenishments

3| | sl 3| | K
CASH AND CARRY

Till Unlock Keys
Supervisor KEYS

Cash-Drop Verification

Cash-Office Till Functicy

Balance & Close Tills
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8. The following screen will open, Under COMMENT you will see if a till OVER,
SHORT or BALANCED. Next, Select each user and press (F9 Close Till) to close
their till, the status will change to Balanced.

If atill is either Short or Over, recount the money and correct the Pick-up.

%" Point of Sale Cashup : Balance-up Tills = B 5
i Diffe G Status

Cashier Open.Float Till values Pickups C O o
| 33 test - 33 0.00 0.00 0.00 0.00 0.00 Balanced Open “Ef options 2
JACO - JACO 0.00 0.00 0.00 0.00 0.00 Balanced Open L4
KEY103 0.00 0.00 0.00 0.00 0.00 Balanced Close Count Details
104 MARIO - MARIO 0.00 0.00 0.00 0.00 0.00 Balanced Locked Exit
200 MM - MM 0.00 -500.00 0.00 3000.00 & 500.00 Over Counting ».n -
201 TEST 0.00 0.00 0.00 0.00 0.00 Balanced Close
202 KEY 202 0.00 0.00 0.00 0.00 0.00 Balanced Close CLOSE Til
203 KEY 203 0.00 0.00 0.00 0.00 0.00 Balanced Close e
Till Activity
204 KEY 204 0.00 0.00 0.00 0.00 0.00 Balanced Close
05 KEY 205 0.00 0.00 0.00 0.00 0.00 Balanced Close View Doc Activity
206 OPEN TABLE - 0.00 0.00 0.00 0.00 0.00 Balanced Open Refresh Grid
207 JACO 0.00 0.00 0.00 0.00 0.00 Balanced Close
208 ADMIN TILL 0.00 0.00 0.00 0.00 0.00 Balanced Close
209 33 test- 33 0.00 2260.00 0.00 0.00 -2 260,00 SHORT Open L
iy Print Till Status
[ call Cashier (Cash Limit)
l_ Cashier CALLED - Waiting
|— Till Balanced
[ Counting Float
[ Till Locked
[ Till Closed
[] Auto-Refresh Grid
P0OS100 || Close Tills | 3 Auto-Refresh OFF

9. Ensure all tills are closed, besides the 499 Admin till. At this stage the Cashiers can
go home, and the Management Till user must conclude the combined Pick-ups. Once
all the Tills are closed, then the persons that did the pickups must be Picked up as
well, to do this go to Management -> Management Till.

T coF
Management ? End-of-Day @ Reports

bl il Utilities

T

ﬂ ﬁ ;__; Management Til J M -|| > |
| Company || B = PYOUts/PetyCaEh b e aRRY SIMULATION

View/Update Payouts

Deposits & ATM L4

il E & wi «f

Credit Card Recon




10. The following screen will open

+ Cash Office Till Management
Till Mo,

Linked User Mame Opening Float  Closing Float
Qpen INMOCENT INMOQCENT
Cloged 3001 ERNY ERMNY MOLTCON 0.00 0.00 0

Closed 2999 SYSTEM SYSTEM 0.00 0.00 0

Cashlp Mo, [V

Al Options l A
Pick Up
Close COF Til
Exit

11. Select each user that has a Cash-up Number and do the Pick Up, once all the money
is picked up, ensure that all users are Closed. Then you can close all screens and go
home. The Day End can be processed the next day and the following reports can also
be printed.

Cash Up Reports

1. Open Reports from the main menu, go to Point of Sale, select Daily Summary.
"' GENESIS : Main Menu

CASH AND CARRY SIMULATION - CASH _CARRY SIMULATION

0 ¢ © 2 B = @74

Till Module  Stock Control Creditors Debtors Purchazing  Point of Sale ________ R epurts Cash Office
| 202207/04 || 1e20:03 [ @ || uUser:mex || version:iii1sa1 ||
E{_‘: *fr
& Stock Control E] Creditars S8 Debtors W “F sSystem Audits
ol |l (8l alolwl | slo])| @ s | elelgl
Company ! ﬁli CASH AND CARRY I?'i Sales Reports g h ! ﬁli

- & TilReports y
% Cash Up Reports 3
24 Price Change Reports ’
[E Laybye Reports ’
"] | Quotations and Sales Orders  »




Enter the dates and press F10 Print Report

Reporfs Dally Summary

Daily Sales Summary Report

Source Branch |BOCLE SCASH &cmvawmou
5

From Date ,
ToDate [2022/07/04 (&3

Til Number | *ALL® - ALL TILLS v|

Cashup No. for Till [ v|

Print Profits EN -No v

Cwsooi oaty Summary |

The second report that needs to be printed is the Till Balance Archive, this report
can also be printed the next day, but then the Archive Tills — Day End must be

‘53 point of Sale “ Purchasing %7 System Audits Exit
E L Daily Summary il @l ol E__]l El
Sl sales Reports * -
1 T Repors NI T —
% Cash Up Reports * | 22y Til Balance Archive (Summary)
&4 Price Change Reports r Eﬁ Till Balance Archive - i&d}
i Laybye Reports » |4 Archive Tills - Day End
*  Quotations and Sales Orders  * |[5] Current Till Status
Float Card
% Annexure Daily Bakncing
5, Til Disbursements A
selected. —



Pay-outs

Before the Day can be closed, all Cash paid or banked must be captured.
There are four types of Payouts:

e General Payouts —

e Supplier Payouts —

e Debtor Refunds —

e ATM Replenishment —

As well as money Deposited into the bank account.

General Payouts
1. Open Management, then Payouts
o, GENESIS : Cash Office

Gl Till Utilities -] Management | i3y End-of-Day e Ut

. Managerment Til | | |
- 1 1 = X ]
S| N !

Payouts <12 General Payouts
Com

View/Update Payouts -aq Supplier Payouts

E & |ud| wd

Deposits & ATM » | &= Debtor Refunds
% ATM Replenishments

2. The following screen will open:

& Management : Payouts == =]
Payout Code { Payment Date |2017/06/20 €7 4 Options £
PCPCEL - CELLULAR - AIRTIME REIMBURS —
FayTe | pCPCON - CONS- SHOP GENERAL; PALLETV = Save

Detaie |PCPFUE - FUEL - FORKLIFT/TRUCK - NO VA’

PCPGAS - GAS - FORKLIFT

Paid Amount (Incl) |PCPMPU - MANAGEMENT PAYOUT- UNALLQ Managers Name |RIAAN |
PCPOVE - OVERTIME - SALARIES/WAGES

PCPREB - BUILDING - REPAIR. & MAINTENZ

Document Mo, |

[Esd] Exit

[ values on Management 1 PCPREE - EQUIPMENT - REPAIR & MAINTEl ¥ Deposits & Payouts
Cheques PayCuts
CreditCards Bepnets
Vochers
Transfers
PayoutMo. PayoutCode Payout Description
32000001  |PCPGAS GAS - FORKLIFT FRIKKIE REFILL OF GAS FOR FORKLIF 500,00
500.00
| m‘lﬂ | Management PayOuts

3. Select one of the existing Pay-out Codes, enter the Pay To, Details, Amount and
Document Number, and press F10 to save. Continue to add all pay-outs made for
the day.



Supplier Payouts

1. Under Payouts, select Supplier Payouts, the following screen will open:
ﬁ Supplier Payouts E'
Account Mao. | @j | |

Main Account | | | |

4[ Options %
PaymentDate |2017/06/20 i3], Posting Date | 2017/06/20 |
Fay Method |[CASH Post Payment
Exit
Document Mo, | |

Details |CrEI:|i1J:|rs Payment

Armount | 0.00 |

Source Branch | POTCH - DEMO w

Managers Name | |

[COFITi Jsuppler Payours




Debtor Refunds

1. Under Payouts, select Debtor Refunds, the following screen will open:

Amount | 0.00|

Source Branch |POTCH - DEMO

Managers Mame |

.. Debtors Refund ==
Account Mo, | @ | |
RefundDate |2017/05/20 (&3 Ay Options %
Document Mo, | Post Refund
Details |Cash Refund Exit

[CoFi12_Tbebtors Refunds

-

Bank Deposits

1. Under Deposits & ATM, select Bank Deposits.

s GENESIS : Cash Office

il Till utilities -] Management
il [% Management Til

2=

| &2y End-of-Day ¢ Utilities

I E R IRRTINE

% Payouts r
Compan

3 GENESIS
- View/Update Payouts
[l Deposits & ATM v | Bank Deposits |

T

E

S

ATM Balance Returns
Card Banking (by Device)

L




2. Capture the G4S or money deposited into the bank.

G Cash Office: Bank Deposits

‘ | Deposit Date |2017/06/20

& Cash Office : Bank Deposits

Deposit Date Time |2307:53

Deposit Slip No. | | Reference |

cash vae Cheqves vaue

1000,00

Save
Exit

[ Un-select ALL

| Select Cheques for Deposit Total Cheques Outstanding : 1
|Select [cheqDate [Chegtio. [Bank  [wame | = avouwtlacce [ seectan
L[] 2017/0s/18 | 111 CASH SALES

<

Delete
Exit

[ Functions 3

[ Print slip

Lcor201 | Cash Office : Bank Deposits




End of Day

This is now where all the monies collected and paid out gets reconciled and posted to the
Ledger.
1. Open End-of-Day and then Consolidate and Close of Day
s GENESIS : Cash Office

I Fy | I )
Gl Till Utilities -+*] Management | (21 End-of-Day | & Utilities [d Exit
: - ~|l =4 Consolidation and Close of Day l ;
- tgi | \ | v | m E r
il Bakncing Summary
Compan G ornroST— Branch
2. The following screen will open.
‘s Cash Office: Management Consolidation EI@
‘ Consolidation Date 2017/06/18 &3] | sunday |[ Dayis Open Open Days ~ ‘
Consolidate Summary GL Posting Split Till Tender Summary Till Pickups Cash-0Office Pickups .,l}Opt' =
o ons A
[ Pickup Summary ] [ Document Tender Summary ]| —————
Add : il Pickups 3 338.80 < q E
Less : Payouts & Deposts Vouchers Vouchers & Functions &
Import Values
Total in Management Til Walets R Re-Caloulate
Less Cards, Chg & Vouchers 2 091.30 _ Eﬂ Next Date
& oo
Sub-Total 6 247.50
Less : Closing Float 247.50 % P
Total Pickups 2| TolTendered e veries (L
- i Close of Da
pacancep 4 0.00] _ Difference v
Float Variance Difference between Nett Pickups and Totzl
Till OversUnders o
- Vouchers Generated 0.00
Managementrayouts [ 0.00].3; NettPicus Not Redeemed 000
BarkDeposts [ 0.0 T 0.00
ESAA SN ‘ [ Correct Allocations ||| RouncingUp Donn
| COF220 | | Values Recalculated

The first thing to look at is that the Difference field is 0, if this is not the case, then
the Till Pickups and the Management Till Pickups does not balance. This needs to
be rectified before continuing. This can be done by selecting the TABS on the top.

The second thing to check is that the Pickup Summary is indeed correct, after

verifying all slips and counts, If this is not correct, press the Correct Allocation and

correct the allocations.

The third items to check is that the Opening Float is the same as the Closing Float of
the previous day.Now enter the Closing Float; and press the F7 Re-calculate button.

If the BALANCED field is 0, then press the F10 Close of Day. If any of these are
out, then contact Genesis Support to assist in fault finding.




