CASH MANAGEMENT CREATING A BIG BAG

e C(Click on Cash Management Button and the following screen will appear
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P Home  Banking Menu

Please select 3 section of the End Of Day Process to view...

The big bag hustory screan will display a list of 3 money taken on a¥ tills over a chosen period of time.

fsmall bags that have bean creatad by the cash up process aod change the

Shit Bag management alows you to 0D
4 witin tbse Bags. You can also change the reference number of the Small 8ag.
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into Big Bags and seal Big Bags that have been created

7 the banking wizard

4 before aten

to choose which sealed Big 8ags have been removed from site by your secure collection
‘agency or by depositing the Yags at your baak.

1308 without completing the Big 83g man3gement proces

e C(Click on Big Bag Management
e C(Click on Create New Big Bag and enter username and password
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The following screen will appear. In the reference field enter 005/BLC/your initials/date



P)Home  Big Bag Management - Select Big Bag

Please select the Big Bag you wish to amend and click Next to continue...
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P)Home  Big Bag Management - Add/remove Small Bags

Selected Big Bag: 005/BLC/LL/15/04/2019

You can 364 or remove Small Bags to of from this Big Bag by clicking on the
available small bags on the right and using the button ogtions to move them into
the Big B9 on the left

Once you are happy wth the contents of your 8ig Bag, please click Next
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Tick each small bags you wish to moved, and click the Add to Big Bag button — only small bags with
the same date should be moved into a big bag. The total collection for all small bags moved will
appear in the top right hand corner — check that this corresponds with the Category summary report

— taking into account any variance

Click Next and Finish — enter username and password

You will be ask if you want to seal the bag — select yes unless there is a problem with overall total —

the bag can be sealed later.




