END OF DAY PROCESS — COMPLETED ON POS1 AT CENTRE CLOSURE
CREATING A BIG BAG

e Click on Cash Management Button
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Big Bag History The big bag history screen will display a list of all money taken on all tills over a chosen period of time.

Shift Bag shift Bag management allows you to open small bags that have been created by the cash up process and change the
M; it values of eagh tender contained within those bags. You can also change the reference number of the

aaaaaaaa 3n als f the Small Bag.

anagement allows you to place Small Bags into Big Bags and seal Big Bags that have been created.

"""""""""" nt process must be completed before attempting to run the banking wizard!

ing Wizard without completing the Big Bag management process or without

e C(lick on Big Bag Management

e Click on Create New Big Bag

e Enter your username and password

e Enter the reference number — BLC/POS1/ staff Initals/Date created

e Click Next —the following screen will list all small bags created.

e Check the date references on each small bag, there should be one small bag for each
Cash Lift Report, or number of shifts for the current date

e Tick each individual small bag (or select all if all small bags relate to the current date)
and move into new Big Bag

e A total Cash Lift will be displayed for all small bags moved across — check that the
amount displayed agrees with the total income recorded on the Daily Cash Sheet before
sealing the big bag

NOTE: If there are any discrepancy, DO NOT seal the bag. The bag can be sealed later
when the discrepancy has been investigated.



