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A. How to Open an Online Till in the Back Office

1. Loginto Genesis Menu
2. Open Point of Sale from the main menu

" GENESIS : Main Menu

\ :
B ¢« % 4 8 9 @ & i i &8 A &

TilModule  Stock Control  Credtors Purchasing PointofSale  Reporis  CashOffce  General  SystemUtites  Emplies FX Setup
Ledger Return

2020/11/05 || 10:43:33 @ | User:JOANA [ Version:832.31 || Period:202011 | Database : GENESIS-SIMULATION

3. Select Till & Cashup

" GENESIS: Point of Sale Module
13 Transactions “F Master Files 5 Til & Cashup i utilities B Exic

ol [z 8l almiwl] | sl=]| A0l [wl==]] elelal =l

Goméni iﬁ BLUE BOTTLE LIQUOR SIMULATION Branch BLUE BOTTLE

4. Select Open Tills from the drop-down menu

'JE GEMESIS : Point of Sale Module

{3 Transactions “F Master Files "= Til & Cashup 82 Utilities B Exit
sl[el (8] plejalyg o W] [wl[siz)| slole) E]
PO S— T

81 Supervisor Key

5. Select the till you wish to open from the grid and press Enter on your keyboard or left click on Open Till
under the Options Menu

*% Daily Functions : Open Tills =N =N ==
Status TillLNo Cashup No. Cashiers Name Opening Float
Closed 101 0/Bernice 388.85 Ej Options  #
Closed 102 0|Bruno 0.00
Closed 103 0/J0e 0.00 openTil 4
Closed 104 0|Natalie 0.00 B exit
Closed 105 0|Rozanne 0.00
Closed 106 0|¥vonne 700.00
Closed 07 0|Ricardo 0.00
Closed 108 0 |MighaelOffline 0.00
Open 109 31300583 | Joana Till - 109 0.00
Closed 201 0|EMPTIES 0.00
Closed 202 0|joana - 202 16 700.00
Closed 301 0 |PARK SALE TILL 0.00
Closed 498 0|ADMIN TILL (LOCKED) 0.00
Open 900 9002|ABEY 500.00
Open 901 901430007 |OT 0.00
Closed 902 a 200.00
Closed 903 0|OFFLINETILL 3 0.00
Closed 904 0|OFFLINE TILL 4 0.00
Closed 905 0 |MighaelOffline 0,00
Closed 906 0|BBL OT 0.00
Closed 907 0 |Riaan Laptop 0.00
Closed 908 0 |SALIEM TEST 0.00
Closed 909 0|RICARDOOT 0.00
Open 910 910430025 ROZANNE 0.00
POS110  Daily Functions : Opening of Tills
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6. Select the Cashiers Name from the drop-down menu.
7. Press F10 on your keyboard or left click on Open Till under the Options menu.

'f‘: Open Till / Generate Key...

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.

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

Till No. Date [2020/11/26

Cashiers Name |joana - 202 ~ Current Till Status
Opening Float Joana RTE - 921 Lo Cashup No. 31300584
Joana Till - 109
JOE - 913 _
Joe - 103 udit |
Mighael - 915 5 B
Function Mighasl Offine - 905 Date Time Supervisor
Name Change |Cas|Natalie - 104 2020/11/26  08:42:59 JOANA
Opened Opd AT 020/11/26  |0&:42i59 J0ANA
OFFLINE TILL 1-501 e
Closed EOLOFFLINE TILL 2 - 902 2020/11f25 12:24:15 JOAMA
Locked Locl ggﬁmg Ett 3 - Zgz 2020/11/25  |12:14:49 JOAMNA
Counting LOG T - ann ) 2020/11/25  |12:11:24 JOANA
Mame Change |Cas|Riaan Laptop - 307 2020/11/24 16:18:33 JOAMA
Opened opdRicardo - 107 020/11/24 | 16:18:33 I0ANA
pens DY RICARDOCT - 909 11/
Closed EOOROZANNE - 910 2020/11/23  |08:07:37 JOE
Name Change |Cas|Reozanne - 105 v 2020/11/19 16:07:12 URSULA
Opened for I S — 2020/11/13  |16:07:12 URSULA

"
Open Til

B Exit

POS110A |Da'||v Functions : Open Tills / Gneerate Unlock Key
—_—

8. Press Enter on your keyboard or click on the Close button

'ﬁs Open Till / Generate Key...

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

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

Date (2020/11/26 ‘

Till No.,

Options

Cashiers Name |jog %% 5y ctem Message - O

Opening Float [

—

Fu

Till : 202 Opened

Cashup No.: 31300584

on

Mame Change |Cashier

Opened Openin|

Closed EOD Cl

Locked Lock thi

Counting LOCKEL

Mame Change |Cashier : joana - 202 2020/11/24 16:18:33 JOANA
Opened Opening Till & CashUpMo : 31300581 2020/11/24 16:18:33 JOANA
Closed EOD Close Tills 2020/11/23 08:07:37 JCE
Mame Change |Cashier : joana - 202 2020/11f19 16:07:12 URSULA
Opened Opening Till & CashUpNo : 31300575 2020/11f19 16:07:12 URSULA

POS110A ‘Dailv Functions : Open Tills / Gneerate Unlock Key
e
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9. The till is now open. Press Esc on your keyboard or left click on Exit under the Options menu.

" Daily Functions : Open Tills

Status Till.No Cashup No. Cashiers Name Opening Float
Closed 01 0|Bernice 388.85
Closed 02 0|Bruno 0.00
Closed 103 0|Joe 0.00
Closed 04 0|Matalie 0.00
Closed 105 0|Rozanne 0.00
Closed 106 0|¥vonne 700.00
Closed w07 0|Ricardo 0.00
Closed 108 0 |MighaelOffline 0,00
Cpen 109 31300583 Joana Till - 109 0,00
Closed 201 0 EMPTIES 0.00
:Open 202 31300584 joana - 202 15 700.00
Closed 301 0|PARK SALE TILL 0.00
Closed 498 0 ADMIN TILL (LOCKED) 0.00
Open 900 9002 | ABBY 500.00
Open S01 901430007 | OT 0.00
Closed s02 2] 200.00
Closed 903 0|OFFLINE TILL 3 0.00
Closed S04 0| OFFLINE TILL 4 0.00
Closed 905 0 MighaelOffline 0.00
Closed 906 0|BBL OT 0.00
Closed 907 0 Riaan Laptop 0.00
Closed 908 0 |SALIEM TEST 0.00
Closed 909 0 |RICARDOOT 0.00
Open 910 910430025 ROZANNE 0.00

POS5110  |Daily Functions : Opening of Tills

B. How to do Pickups of the Online Till

1. Loginto Genesis Menu
2. Open Point of Sale from the main menu

"' GENESIS: Main Menu

¢ % 3 B ¥ O & I B &2 R B

Tilode SockComol Crediors  Deblors  Puchasng PoniofSsle  Reporis  CasnOffce  Generndl  SystemUtites  Emples Fix setp
Ledger Return
FERT T ) r [ Version: 93231 || Period:202011_|atabase : GENESIS SIMULATION T

3. Select Till & Cashup

'ﬁi GENESIS : Point of Sale Module
{3 Transactions “F Master Filas B Til & Cashup s Utifties B Exic

<[5 &) (smiaiol [mla) [« Jola] (w53 slold

BLUE BOTTLE LIQUOR SIMULATION

4. Select Pickups from the drop-down menu

'E GEMESIS : Point of Sale Module

13 Transactions “F Master Files %3 Til & Cashup M Utilities & Ext

ol el (8l sliay® > ] [wl|s]z]| slels) =]
Compan BLUE B Cose Tis \ _m BLUE BOTTLE

85 supervisor Key
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5. Select the Till on the grid and press F5 on your keyboard or left-click on Pick Up under the Function

Menu.

"2 Cash Office : Till Pickups

Till Status | Till Ho. Cashi Opening Float| _ Till Takings| Pickups| _ ValueinTil| _ cASHinTilll( A

Closed 101 Berice 388.85 388,85 0.00 388.85 0.00 ¢

Closed 102 Bruno 0.00 0.00 0.00 0.00 0.00 ¢

Closed 103 Joe 0.00 0.00 0.00 0.00 0.00 ¢

Closed 104 Nataiie 0.00 0.00 0.00 0.00 0.00 ¢

Closed 105 Rozanne 0.00 0.00 0.00 0.00 0.00 ¢

Closed 106 Yvanne 700.00 700.00 0.00 00.00 0.00 ¢

Closed 107 Ricardo 0.00 0.00 0.00 0.00 0.00 ¢

Closed 108 MighaelOffine 0.00 0.00 0.00 0.00 0.00 ¢

Open 108 Joana Tl - 108 0.00 0.00 0.00 0.00 0.00/:

Closed 01 EMPTIES 0.00 0.00 0.00 0.00 0.00 ¢

IEEI 202 joana - 202 16 700.00 42385.59 18249.90 24135.69 330000 ¢

Closed 301 PARK SALETILL 0.00 0.00 0.00 0.00 0.00 ¢

Closed 498 ADMIN TILL {LOCKED) 0.00 0.00 0.00 0.00 0.00 ¢

Closed 499 ADMIN 0.00 0.00 0.00 0.00 0.00 ¢ Call Cashier

Open 00 AgBY 50000 500,00 0.00 500.00 0.00/¢ (B Refresh Grid

Cpen 01 or 0.00 0.50 0.00 0.50 0.00/¢

Closed 902 200.00 4923.40 0.00 4923.40 372440 ¢ COF TillNo.: 102

Closed 903 OFFLINETILL 3 0.00 0.00 0.00 0.00 0.00 ¢ Grid Line Color

Closed 04 CFFLINETILL 4 0.00 0.00 0.00 0.00 0.00¢ | [ callCashier (cashLimit)

Closed 905 MighaelOffine 0.00 0.00 0,00 0.00 0.00 € ||[ ] Cashier CALLED - Waiting

Closed 05 88LOT 0.00 0.00 0.00 0.00 0.00¢ ||[7] TilBalanced

Closed 307 Riazn Laptop 0.00 0.00 0.00 0.00 0.00¢ || counting Float

Closed 08 SALIEM TEST 0.00 10 286.55 0.00 10 286.55 286800 || [T 1y pseq

Closed 09 RICARDOOT 0.00 0.00 0.00 0.00 0.00 ¢

Open 910 ROZANNE 0.00 0.00 0.00 0.00 0.00¢, [] i closed

a 3 [JAuto-Refresh Grid
COF010__ [Cash Office : Till Pickups | [+ Auto-Refresh OFF

Multiple pickups can be done during the day, but a final pickup must be done to clear all moneys prior
to closing the Till.

Under the Draw Now column, capture the amount that you wish to draw from the till.
Press F10 on your keyboard or left-click on Save Pickup under the Options menu.

™ —— EE=)
Till Status | Till No. Cashi Opening Float| __ Till Takings| Pickups| _ ValueinTil| _ casHinTill|¢ ~
Closed 101 Bemice 388,85 388.85 0.00 388,85 0.00 ¢
Closed 102 Bruno 0.00 0.00 0.00 0.00 0.00 ¢
Closed 103 Joe 0.00 0.00 0.00 0.00 0.00 ¢
Closed 104 Natalie 0.00 0.00 0.00 0.00 0.00 ¢ View Pickups
Closed 105 Rozanne 0.00 0.00 0.00 0.00 0.00 ¢ View i Actiity
Closed 106 Yuonne 700.00 700.00 0.00 700.00 0.00 ¢ o Do A
Closed 07
Closed 105 | % Cash Office: Till Pickups - u} X
Open 109
Closed 201 TilNo. [202 | joana - 202 ] Opening Float
202 Til Status[Bpen ] Closing Float
Closed 301
Closed 405 CaipNo-
Closed 9
Open 00 || Pickups | Vouches /\
Open %0t || Tender Type | Tl Takings| Pickups| Balance in T |motes |cd
Closed 902 Jf cash 20999.90 17599.90 3 300,40 0.00 0.
Closed 203 || Cheques 0.00 0.00 0.00 0
Closed 904 || Credit Cards 4685.69 550.00. 4 0.00 0.
Closed 905 | Vouchers 0.00 2.00 0.00 [
Closed 906 | Transfers 0.00 0.00 0.00 0
Closed 907 || wallets 0.00 0.00 0.00 WL 0.00 0.
Closed 908
Closed 09
Open 910
<
CoFo10 ssh|
Totals 25 685.59 18 249.90 743569 743569
< >

COF014  [Cash Office : Till Pickups
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9. Press Y on your keyboard or click on the YES button.

10.
11.

12.

13.

¥ Cash Office: Till Pickups

— [m] X
Till Mo, {202 ‘]oana -2 Opening Float 16 700,00 ‘
Till Status | Open ¥ Syctem Prompt — ] X
Cashup No. 31300584 ——
Till Pickups
Pickups Vouchers
Tender Type Till Takiy )
Cash 20993 Save Pickup ? it
Cheques
Credit Cards 4635
Vouchers
Transfers e &
rs
spiit Cash
Totals 25 685.59 18 249.90 7 435.69 7 435.69
< >
COF014  [Cash Office : Till Pickups
-

How to Close an Online Till

Log into Genesis Menu
Open Point of Sale from the main menu

3" GENESIS: Main Menu

\ ]
- @ -
< % .

TilModule  Stock Control  Crediors

2 2 @ & m W = K 5

Purchasng  FontofSale  Reporis  CasnOffice  General  SystemUtites  Emptes FiX setup
Ledger Return

20071405 ||_ 10453 _||©@

[ Version:93231 || Period: 202011 _|[Database - GENESIS-SIMULATION T

Select Till & Cashup

'ﬁi GENESIS : Point of Sale Module
{3 Transactions “F Master Filas B Til & Cashup & Utiities B Bxit
BEREE e EE e =1

Select Close Tills from the drop-down menu

'ﬁ) GEMESIS : Point of Sale Module

Compam

EEREETT

BLUE %
E]

= Supervisor Key

{3 Transactions 7 Master Files %2 Til & Cashup b utiities B Exit

vt o] [wl sz slelel El

Close Tils Branch BLUE BOTTLE
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14. Select the till on the grid and press F9 on your keyboard or left-click on CLOSE Till under the Functions
menu.

"% Point of Sale Cashup : Balance-up Tills
TillNo | Cashier Open.Float|  Till Values Pickups] (Counted| Difference|Comment |Status | A
101 Bernice 388.85 0.00 0.00 0.00 0.00 Balanced  Close
102 Bruno 0.00 0.00 0.00 0.00 000 Balanced  Close
103 Joe 0.00 0.00 0.00 0.00 0.00 Balanced Close Count Detals
104 Natalie 0.00 0.00 0.00 0.00 000 Balanced  Close & et
105 Rozanne 0.00 0.00 0.00 0.00 000 Balanced  Close .
108 Yvanne 700.00 0.00 0.00 0.00 000 Balanced  Close
107 Ricardo 0.00 0.00 0.00 0.00 000 Balanced  Close QoseTi
108 Mighaloffine 0.00 0.00 0.00 0.00 0.00 Balanced  Close B i ackity
108 Joana Til - 103 0.00 0.00 0.00 0.00 0.00 Balanced  Open
View Doc.Activity
201 EMPTIES 0.00 0.00 0.00 0.00 0.00 Balanced  Close _7
EEER o=n2 - 202 1670000 2568558 2568559 0.00 16 700.00 SHORT Open Refresh Grid
301 PARK SALETILL 0.00 0.00 0.00 0.00 000 Balanced  Close
498 ADMIN TILL (LOCKED) 0.00 0.00 60037.58 0.00 000 Balanced  Close
439 ADMIN 0.00 0.00 0.00 0.00 000 Balanced  Close print Til Status
s00 ABBY 500.00 0.00 0.00 0.00 -500.00| SHORT Open
s01 or 0.00 0.50 0.00 0.00 0.50| Over Open
902 200.00 4723.490 0.00 0.00 0.00 Balanced  Close Grid Line Color
03 OFFLINETILL 3 0.00 0.00 0.00 0.00 000 Balanced  Close [ Call Cashier {Cash Limit)
%04 OFFLINE TILL 4 0.00 0.00 0.00 0.00 000 Balanced  Close [ Cashier CALLED - Waiting
905 MighaelOffine 0.00 0.00 0.00 0.00 000 Balanced  Close [ il Balanced
306 8BLOT 0.00 0.00 0.00 0.00 000 Balanced  Close [] Counting Float
507 Rigan Laptop 0.00 0.00 0.00 0.00 0.00 Balanced Close [ TilLocked
308 SALIEM TEST 0.00 10 286.55 0.00 0.00 000 Balanced  Close ] Tl Closed
909 RICARDOOT 0.00 0.00 0.00 0.00 0.00 Balanced Close: ||| [JAuto-Refresh Grid
PO5100 Close Tills | _» Auto-Refresh OFF
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15. Press Y on your keyboard or click on the YES button

achup : Balance-up Tills ===
i | openfloat| _ ill values| Pickups Counted| _Difference[comment _[status | ~| __
101 Bermice 388,85 0.00 0.00 0.00 0.00 Bdanced  Close
102 Bruno 0.00 0.00 0.00 0.00 0.00 Bdanced  Close
103 Joe 0.00 0.00 0.00 0.00 0.00 Bdlanced  Close Count Detals
104 Natalie 0.00 0.00 0.00 0.00 0.00 Balanced Close Bt
105 Rozamne
o Fr— ' System Prompt - u} X
107 feas Till Balancing
108 MighaelOffine
109 Joana Til - 109
FT— ven Sac Ay
E=mnera CLOSE Til: 202 7 refmn e
301 PARK SALETILL
58 ADMINTILL (LOCKED)
00 AgBY
01 ot
02 200.00 272340 0.00 0.00 0.00 Baanced  Close
03 OFFLINETILL 3 0.00 0.00 0.00 0.00 0.00 Bdanced  Close [ cal Cashier (cash Limit)
904 OFFLINE TILL 4 0.00 0.00 0.00 0.00 0.00 Salanced  Close [] Cashier CALLED - Waiting
205 MighaelOffine: 0.00 0.00 0.00 0.00 0.00 Bdlanced  Close [] TilBalanced
205 gL OT 0.00 0.00 0.00 0.00 0.00 Edanced  Close [] Counting Float
%07 Riaan Laptop 0.00 0.00 0.00 0.00 0.00 Bdanced  Close [ TilLocked
208 SALIEM TEST 0.00 10 286.55 0.00 0.00 0.00 Bdanced Close [T 7l closed
209 RICARDOOT 0.00 0.00 0.00 0.00 0.00 Bdanced  Close || Dauto-refresh Grid
POS100 Close Tills | 3 Auto-Refresh OFF

16. Press Esc on your keyboard to return to the main Point of Sale menu

17. Close the Point of Sale menu
18. Open Cash Office from the Genesis Main Menu.

3" GENESIS: Main Menu

¢ W 4 8B @ & I B = A 5

TilNodue StockControl  Credtors  Debors  Purchasng  PomtofSale  Reports  CasnOffice  General  SystemUtites  Empties Fix setup
Ledger Return
2020/1105 || 10:43:33  [|@ || User : JOANA | Version:9.32.31 || Period:202011 |Database : GENESIS-SIMULATION

19. Select Management

¥ GENESIS : Cash Office
Gl il Utiities ] Management 3 End-of-Day W5l Reports s Utiities 3 Exit

]

BLUE BOTTLE LIQUOR SIMULATION

20. Select Management Till from the drop-down menu

% GENESIS : Cash Office
&£ Utilities B Bt

L]l (8 [alziwlsy ol xd el wlsz] s elels =l
| company | smauL [ PBLUEBOTILELIQUORSIMULATION || Branch [ smwr [

E

@0@ 8l

(Ml il Utiities ’W‘ﬁ End-of-Day £ Reports
Jﬂ r% Management Til M » W J_I_I m

—— Payouts / Petty Cash E LIQUOR STMULATION Branch

@ View/Update Payouts
[l Deposts & ATM 3
= Credit Card Recon
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21. Select the Management till on the grid and press F9 on your keyboard or click on Close COF Till under
the Options Menu

" Cash Office Till Management [E=RECE
Status TillNo. Linked User  Name Opening Float Closing Float CashUp No

Closed 101 J0E JOE 0.00 0.00 0 EE options
Open 102 JOANA JOANA OGRADY 0.00 0.00

Closed 103 BERNICE BERNICE PEREIRA 0.00 0.00 0 B Pickup

Closed 999 URSULA URSULA BOTHMA 0.00 0.00 0 Close COFTil

Exit

: Enquiries
Wiew Till Values
J view Man.Pickups

View Till Pickups

COF100  (Cash Office Till

22. Press F10 on your keyboard or click on Close Till under the Options menu.

% Cash Office Till Management

Status TillNo. Linked User Name Opening Float Closing Float CashUp No
Closed 01 [I0E 10 0.00 0.00 0
Open 102 J0ANA JOANA OGRADY 0.00 0.00
Closed 103 |BERNICE BERNICE PEREIRA 0.00 0.00 0
Closed 999 |URsuLa URSULA BOTHMA 0.00 0.00 0
P few Till Values
' Cash Office Till Management - View Till Values - o X
few Man.Pickups
]
Till Pickuy
Til Mo, [102 | [10ama ocRADY | EEg options lew Till Pickups
Date [2020/11/25 Cashup Number 0 :
B Close Tl
L1 Til Values ] —————————————— [ Management Pickups ] Bxit
Cash 20939.30 Cash 0.00
Cheques 0.00 Cheques 0.00
Credit Cards 4685.59 Credit Cards 0.00
Vouchers 0.00 Vouchers 0.00
Transfers 0.00 Transfers 0.00
Tender Type 1 0.00 Tender Type 1 0.00
COF100
e | Tender Type 2 0.00 Tender Type 2 0.00
Tender Type 3 0.00 Tender Type 3 0.00
Tender Type 4 0.00 Tender Type 4 0.00
viallets 0.00 Wallets 0.00
Till Total 25 685.59 Total Fickups
Closing Foat | et e |
FZE0r I (@ Press [F10] to Close Cash Office Till
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23. Press Y on your keyboard or click on the YES button

Till Total 25 685.59 Total Pickups
ciosngroat [ o00] ||| necom =)

COF102 o Press [F10] to Close Cash Office Till

& Cash Office Till Management
TillNo. Linked User Name Opening Float Closing Float
Closed w1 [30E 10 0.00 0.00
Open 102 JOANA JOANA OGRADY 0.00 0.00
Closed 103 |BERNICE BERNICE PEREIRA 0.00 0.00
Closed 999 |URSULA URSULA BOTHMA 0.00 0.00
o Till al
Fid Office Till Management - View Till Values e T e
few Man.Pickups
TilNe._[102 | [30aMa oGRADY | | | E%E Jp— ew Till Pickups
% System Prompt —
. Cash Office Management
Close Cash Office Til ?
.
COF100 E
Tender Type 2 0.00 Tender Type 2
Tender Type 3 0.00 Tender Type 3
Tender Type 4 0.00 Tender Type 4
Wallets 0.00 wiallets

And that concludes the User Guide

%’ Cash Office Till Management [= =]
Status Till No. Linked User Name Opening Float Closing Float CashUp No
Closed 101 |10E J0E 0.00 0.00
Open 102 J0ANA JOANA OGRADY 0.00 0.00
Closed 103 BERNICE BERNICE PEREIRA 0.00 0.00 Pick Up
Closed EEE] URSULA URSULA BOTHMA 0.00 0.00 Close COF Til
Exit
Enquiries ES
o Till val
o4 Office Till Management - View Till Values e T aes
iew Man.Pickups
TilNo. [102 | [20ana ogrADY | ‘ ew Till Pickups
e s 1 el 2l
% System Message -
rLInTily
Oper| Till : 102 IS CLOSED
- @
Close
1
Tender Type 1 0.00 Tender Type 1 .00
COF100
Tender Type 2 0.00 Tender Type 2 .00
.00

Tender Type 3 0.00 Tender Type 3

0
o
0
Tender Type 4 _ Tender Type 4 _

Till Total 25 685.59 Total Fickups _

Y E— | |

cor102 ol 0] to Close Cash 0
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