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BOS General
Accountability
1.2

Generic
2.16.100

Funds Management

Funds Management is a specific set of cash management
functions, used to facilitate Armaguard change orders.
Use these procedures as a base for writing your store-
specific guidelines for funds management.

Hints and Tips

v" Your business will have a cash
management policy. Refer to
this for guidelines about cash
security, and the financial cash
limits which you must maintain.

v IMPORTANT: There are two
ways the purchase of change
can be configured. This

document covers both methods

so you can use what you need.

Refer to page 9 for details. In

summary, your business will

either be set up to:

e receipt the change into the
BOS stores cash reserves, but
reconcile payment in an
external banking system.

¢ OR exchange funds for the
change (screens for this
method are shown at the end
of this document).

v" Funds Management consists of
the following tasks:
e System Store Open.

¢ Float and Cash Counts at POS.

e Ordering and receipting
reserve change from
Armaguard.

e Two-Key Safe and Change
Clearances at POS to clear
excess cash from the tills.

e Clearing the two-key safein
the BOS after Armaguard
have done a cash collection.

e System Store Close.

v" Cash Management Terms:
» Register Drawer: Contains
cash in the till for change and

refunds, within financial limits.

» Reserve Change Drawer:

Contains cash to replenish the

register drawer as required,
within financial limits.

e Two-key Safe: A secure
location to store excess cash
from the register, for
Armaguard collection.

Procedure to Count Reserve Change at Store Open

Perform this procedure in the BOS to get opening balances, and to ‘open’
the store so that the POS can signin.

1. | From the BOS Funds Management menu,
select Store Open.

2. | Enter valid POS login credentials; click OK.

*The Cash in Reserve Change Drawer screen is
displayed.*

RIS
Cash in Reserve Change Drawer
~Note ~Cain
g0 T = g2 o Z
ga0 [0 3] g1 0 3
sa0 [0 3] sos0 [0 3]
s [0 3 soz0 [0 3
$5 |'3 2 $0.10 | | &l
0 = R
Total | $000 | Ciose |

3. | Count the money (cash) in the reserve
change drawer, and enter the amount.

* You can double-check the total Reserve Change
value from your Register Clearance Sheet, or on the
RCCReport for the previous day.*

*The system is only matching the total, not the
denominations. You can enter the amount in any
field/s to sum to the total.*

*Don’t include the total change from POS
clearances that has been put into the two-key safe,
as this value doesn’t affect the BOS Store Open
amount.*®

4- | Click OK.

*If the count doesn’t balance to the system, a
warning error is displayed; you can re-enter the
correct values or save to accept the figure.*

a
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The POS Operator should perform this procedure at the start and end of
Hints and Tips each shift, to ensure the amount of cash in the register balances against
what the system expects.

v" Outcome of Process Float:
e Atlane open: the POSis

ready for a transaction. On 1. At: then:
the BOS OnScreen The start of your ~ Sign into POS.
Accountability screen, the shift The POS Float Menu screen

lane status is set to open

and the Opening Balance is automatically displays.

recorded. Go to step 2.
EE—— = The end of your ~ Press Miscellaneous.
Tﬁﬂ%ﬁmm@ = il R shift Press Cash Movement.
B B Press POS Close.
e Atlane close: the operator is Go tostep 2.
automatically signed out, 2. | Count all the notes and coins for the float

and on the BOS OnScreen
Accountability screen, all
values for this lane are
automatically reset to 0.00 *For example, if you are have four $50 notes, type 4
and the status is set to and select $50.00.*

‘closed’. The Total is the
closing balance that was

bag, and type the amount for each
denomination.

* Sub Total updates as you enter each amount.*

entered at POS — if this is *The system is looking for the float to match what
different to what the system is auto-calculated in the BOS for this till - that is,
expected, the Total shows for the opening float to match the closing float
the amount that was saved from the previous day, and for the closing float to
(i.e. $287, a variance of $1.00 match the system total in the till. It will warn if

to the system expected there is a variance, but you can save with one.*

value of $288).

[/ 0n Screen Acccuntabiiey

28/04/2020 11:37 Al Lane: 1  Operator: 9819 {ol ] @
POS Float Menu

Please enter the float count

-
Description Q Price Saving Total “ - -
v $100 notes 0 100.00 0.00
P $50 notes [] 50.00 0.00
Totl Cashiin Cash Drawsr 4112150 TS
$20 notes L] 20.00 0.00
:::‘:g_u,m, ,m,;uﬁ $10 notes 0 10.00 0.00
Ruserve Change Recoipted 3000 Lo | $5 notes 0 5.00 0.00
ﬂ ﬂ
n E‘ i
g m
Rounding: $0.00
Amount Tendered: $0.00
Amount Due: $0.00
Includes GST of $0.00

Please Enter Count |\

ENTER

SubTotal: $0.00
Discount : $0.00

3. | Press Process Float.
*At lane open: the POS is ready for a transaction.*

*At lane close: the lane is automatically signed
out.*
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This procedure is done in the BOS, to check the physical cash in the
Reserve Change Drawer matches against what the system expects there
v The system is looking for your to be. Do this as frequently as your store process requires.

entry to match the Reserve

Change amount the OnScreen
Accountability screen (the 1. | From the BOS Funds Management menu,

same value is also on the RCC select Cash Count.
Summary report, within the 5.
Store Funds on Hand section).

Hints and Tips

Count all the notes and coins in the Reserve
Change Drawer, and type the amount for

. each denomination.
*For example, if you are have four $50 notes, type 4
e 8 sioc and select $50.00.*
cor o * Total updates as you enter each amount.*
5 g5 *The system is only matching the total, not the
SRS denominations. You can enter the amount in any
Noe oo field/s to sum to the total.*
le B 1l0c
§oE ose 3. | Press Print.
*The Cash Count slip prints, and any variance to the
faztance ee.0n expected amount is noted.*
""" virveranan 1aiemia T 4. | Follow store process to file the Cash Count
slip, and to investigate any variance.
Store 0942 F
Operatar ¢ 9819 ‘f CESh Cﬂ‘unt | — | EI |&|
Cash Count
v If there is a variance, perform Naotes Cains
cash counts at each POS lane, - -
to check they are correct to $100 |E = $2 0 =
what the system expects. For
example, if the register is $20 4 R0 0 = 41 1] =
over and the reserve change
drawer is $20 under, correct $20 |0 = $0650 |0 =
the error (i.e. by purchasing
$20 reserve change through $10 |0 - +0.20 |0 -
POS), without moving any
cash. t5 0 = $010 |0 > =2 Prit
|:| e
$0.05 - ? Help
Total $0.00 j"L Cloze
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Procedure to Count Cash at POS

Perform this procedure to ensure the amount of cash in your register till

Hints and Tips

process requires.

v

v

If there is a variance:

e Check to seeif any cash has
fallen behind or underneath
the register.

e Reportit to the manager on
duty.

e If the variance is more than
$100 (over or under), report
it to the Area Manager
immediately.

If a variance is reported, the

manager should:

e Countthereserve change
drawer to check that the
physical cash in it balances
with the BOS expects there
to be (see Procedure to
Count Reserve Change at
BOS). If there is a variance
(i.e. the register is $20 over
and the reserve change
drawer is $20 under), correct
the error (i.e. by purchasing
$20 reserve change through
POS, without moving any
cash).

e Count the remaining
registers in the store. If
there is a variance, do not
move cash to balance
registers. Leave variances
where they are found, to
maintain visibility of where
the cash has been placed.
Focus on balancing your
total store, rather than an
individual cash drawer.

balances to what the system expects. Do this as frequently as your store

On the POS, press Miscellaneous.

Press Cash Movement.

Press Cash Count

*The POS Cash Count menu is displayed and the
cash drawer opens.*

5/11/2019 1222 PN Lane: 1  Operator: 9819 o0 @
100.00 I@u
POS Cash Count Menu g <8
Please enter the Cash count
Please Enter Count | $50.00 @é
Description Qty Price | Total
$50 notes 0 50.00 0.00
520 notes 0 20.00 0.00 $20.00 @
$10 notes 0 10.00 0.00 °
$5 notes 0 5.00 0.00
$10.00 @;
55.00 B3
SubTotal: $0.00 Cancel %
Rounding: $0.00
Amount Due: $0.00 ﬂ

Count all the notes and coins in the drawer,

and type the amount for each denomination.
*For example, if you are have four $50 notes, type 4

and select $50.00.%
* Sub Total updates as you enter each amount.*

Press Process Cash Count.
* The register prints a cash count receipt.*

Close the register drawer.

Sign the receipt.

Follow store process to record the count.
*Such as record it on a Register Control Sheet.*

*If a variance is shown at the bottom of the Cash
Count receipt, see Hints and Tips to action it.*

Place the receipt in the slot at the front of
the register drawer.
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Hints and Tips

V" To keep the register float within

cash limits and to maintain store
security, POS operators should
clear excess cash regularly from
their drawers.

Two-Key Safe Clearances

e POS may be configured to
display a warning message
when the cash in the register
drawer exceeds a set amount.
The POS operator must
perform a Cash Clearance as
soon as possible. This will stop
the warning from displaying
(the clearance automatically
updates the POS and the BOS
system values).

e Refer to TECH-2p Configure a
Cash Clearance Fact Sheet.

Procedure to Perform a Clearance at POS

10.
11.

12.

13.

14.

Wh

On the POS, press Miscellaneous.
Press Cash Movement.

Select the required option, depending on the
type of clearance you want to perform:
To: then:
clear the excess cash to
the store safe (to be
collected by Armaguard)
use the excess cash for
future change
requirements, or to
purchase reserve
change from Armaguard

press Two Key Safe.

press Change
Clearance.

Type your ID and PIN.

*The Cash to Two Key Sdfe (or POS Reserve
Change) screen displays & the cash drawer opens.*

Count the cash you want to clear.

*Follow your store policy for maximum clearance
amounts allowed.*

at you see if you pressed Two Key Safe

Perform this procedure to keep the register float within cash limits.

Inclu:

F/1120191239 Pl Lane: 1 Operator 9818 00 b

POS Cash To Two-Key Safe

Please enter the Cash To Two-key safe amount

Please Enter Count ||

Description Qty Price | Total

§50 notes 0 50.00 0.00
$20 notes 0 20.00 0.00
$10 notes 0 10.00 0.00
$5 notes 0 5.00 0.00
SubTotal: $0.00
Rounding: $0.00
Amount Due: $0.00

des GST of $0.00

$100.00 553
$50.00 557
$20.00 @; ]
$10.00 57

$5.00 @

Cancel %

What you see if you pressed Change Clearance

31172

$100
$50
§20

Description Qty

019 12:41 PN Lane: 1 Operator: 9819 Q0 @

POS Reserve Change

Please enter the Reserve Change count

Please Enter Count |

Price| Total
notes 0 100.00 0.00
notes 0 50.00 0.00
note: 0 20.00 0.00

$100.00 &5

550,00 B

woon 5D |



mailto:support@surefire.com.au
http://www.surefiresystems.com/wp-content/uploads/2012/04/TECH-2p-G-POS-Config-Configure-a-Cash-Clearance-Alert-at-POS-Fact-Sheet.pdf
http://www.surefiresystems.com/wp-content/uploads/2012/04/TECH-2p-G-POS-Config-Configure-a-Cash-Clearance-Alert-at-POS-Fact-Sheet.pdf

Need help? Tel: 1300 724 667

Email: support@surefire.com.au

SUREfire

BGEN-3¢ Page| 60f14

Hints and Tips

v

Clearances are automatically

recorded in the BOS OnScreen
Accountability screen (within

the Funds Management

menu). See below for which

fields are updated.

2 Key Safe Clearance Result:

e The POS Cash Drawer in the

till is reduced by the
clearance amount.

e The POS lane 2-key safe

amount is increased.

e The Total 2 key Safe amount

is increased.

e The Total Cashin Cash

Drawer amount is decreased
(at the lane and store totals

level).

Cash Clearance Result:

e The POS Cash Drawer in the

till is reduced by the
clearance amount.

e The POS lane Reserve

Change amount is increased
by the clearance amount.

e The Reserve Change

Drawer total is increased by

the clearance amount.

e The Reserve Change

Receipted (or Change

Purchase Holding Area)
total is not affected, as it is
related only to BOS Cash

Movements.

Before any Cash Clearances:

15.

Type the amount of each denomination in the
clearance.

*For example, if you are clearing four $50 notes,
type 4 and select $50.00.*

* Sub Total updates as you enter each amount.*

[Tockey[Pery

[Cahn

iy o
Coh 0w
[

Fuchuze [Safe
[

Total Cash in Cash Drawsr
Two Koy Sale

Reserve Change Drawsr

587500

Rasare Change Receipled 1000

=] &
| 17.
w0
i
e
i
18.
=
i

16.

Press Process Clearance.

*The register requests confirmation of the amount;
only click Yes if the amount on the screen matches
the physical cash you are clearing.*

Screen if you do a Two Key Safe Clearance

RE PRINT

Description | _aty| Price| Saving| Total
$100 notes 2 100.00 200.00
$50 notes 50.00 200.00

SECURE POS

4
$20 notes 5 20.00 100.00
$10 notes 0 10.00 0.00
$5  notes 0 5.00 0.00
| [11tems
SubTotal: $500.00
Discount $0.00
Rounding: $0.00
Amount Tendered $0.00
Amount Due: $500.00
Includes GST of $0.00

Screen if you do a Change Clearance

RE PRINT

Price| Saving |
100.00

SECURE POS
notes

notes
notes

10.00
5.00

Remove the cash and close the cash drawer.

*The register prints a clearance receipt; the receipt
records the Clearance Number which has been
recorded for this till today.*

After POS1 clearances: Cash Change
clearance of $180, and a Two Key

safe clearance of $500.

47 00 S Accommany,
p——
o [roowes

Ea~

ros [owe [oomee s [R
®

e -
ol el il T < P ol
@ mE @ im EE

E
w  am  om
o) ow aw
o)

T Gpen
| 200
3 uue
4o

o
o
o

o oam

Tatol Cash in Cash Drawer  $L350
Two Key Safa
Reserse Change Drawsr

Ressrve Change Receipted

Sign the clearance receipt; your POS may
require a supervisors signature too.

19.

Follow your store process to record and
store the cash securely.

*Such as record it on a Register Clearance Sheet.*
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Hints and Tips

v Change Purchase Result:

e The POS Cash drawer till is
increased by the amount of
change purchased (as you

adding to the till, not
swapping notes out).
e The POS lane Reserve

Change amount is increased

by the change purchase
amount.
e The Total Cash in Cash

Drawer amount is increased.
e The Reserve Change Drawer

total is decreased by the

change purchase amount.

Before a Change Purchase:

Procedure to Order Change at POS

Perform this procedure when your till is getting low on specific
denominations. It will be replenished from the Reserve Change Drawer.

On the POS, press Miscellaneous.

Press Cash Movement.

Press Change Purchase.

[V omscmen ecomiziy,

Tolal Cash in Cosh Drower $1.084 50
Two Key Sale 450000
Rmsarve Change Drawer $L155.00 [T |
Resarva Changa Recaiptad 3000 i e
After a Change Purchase of $35
& On Screen Aceoumenbiley ==
R
ros foe [y Jow [ [omm [l B, [, [ |-
T A T T
o= T — — T
e — i —
T otk Daner 21040
Two Key Sale $500.00
FrEiers e —
Sramepmegen OO —

Type the amount you need for each
denomination (notes and coin).

*For example, if you need four $50 notes, type 4
and select $50.00.*

* Sub Total updates as you enter each amount.*

[TI05/2020 8:16.AM Lane: 1 Operator: 9819 O @
POS Change Purchase

Please enter the Change Purchase count

Please Enter Count |

Description Q Price| Saving Total

notes

SubTotal:
Discount :
Rounding:
Amount Tendered:
Amount Due:
Includes GST of $0.00

- -
$100 notes 0 100.00 0.00)

$50 notes 0 50.00 0.00

$20 notes 0 20.00 0.00 ALY SECLLE LD

$10 notes 0 10.00 0.00

$5 0 5.00 0.00

n E‘
1
gl m

ENTER

Press Process Change Order.

llc&Change Purchase

2@ 35 515
10 @ 31 510
10 @ c50 55
10 @ <20 52,
20 @ clo 53
Purchase Total $35.

[a]u]}

lcR7/05/2020 8:15:23 BM

Store: 0542 Till: 1

Operator: 5813

Operator Signature

Supervisor Sigmatuze

Press Yes to confirm.

* The register prints a change purchase receipt.*

notes
notes
notes
notes

RE PRINT

SECURE POS

Sign the receipt, and obtain a supervisors
signature too.

Follow your store process to record and
collect the change order.

*Such as record it on a Register Control Sheet.*
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You order change to replenish note and coin denominations back to your
Hints and Tips Store’s policy for reserve change limits.

V" If your business is configured

to only receipt reserve change 1. Prepare your change order.

in the BOS, all reconciliation *Work out how much of each denomination is
and payment is handled by an required, according to your stores policy for
external store system. reserve change limits.*

e There will be a scheduled

task to extract the receipted 2. | Clear the required amount of cash to use to

data from the BOS. purchase the reserve change; if there isn’t
sufficient funds in the Reserve Change
v" If your business is configured Drawer.

to record the purchase of
change as an exchange of
funds, your OnScreen

*Refer to Procedure to Perform a Clearance at POS;
choose the Change Clearance option.*

Accountability will show a 3. | Place the change order with Armaguard.
Change Purchase Holding Area

*,
(as shown below); Contact your local Armaguard depot by phone.

They’ll deliver the change with your next cash
collection.*

Before Reserve Change Order

& oo ey

4. | ONLY if your system is configured to action
the purchase of change in the BOS as an
exchange of funds (see hints and tips for
Procedure to Receipt Reserve Change in the
BOS), then you need to record the purchase

Tatal Cazh in Cesh Drower — $1.190.50

e e in the BOS:

8 Broce]

Changs Purchase Holding Arsa 549500 e |

a. From the Funds Management menu,

After Recording a Reserve Change select Change Purchase.

Order of $400 b. In Enter Change Purchase, type the dollar
R— | value of change you got from

Fos.

v [feme [ [ [Py . =
Al =
i

T Armaguard.
- c. Click Save, and Yes to confirm.
d. Click Yes to print the Change purchase

=T

o report.
- e = e. Save thereport.
= : EES f. Click Close.

*The OnScreen Accountability screen will show the
Reserve Change Drawer and Change Purchase
Holding Area reduced by this amount.*

Change Purchase From External Yendors A=

Enter Change Purchaze 40d

Purchase Change of $400 ?  Save
“? Help

1 Close

i
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Hints and Tips

v" IMPORTANT: There are two
ways the purchase of change
may be actioned within the
BOS. Your business will either
be set up to:

e Record the exchange of funds
for the change in the BOS

e OR only receipt the change
into the stores BOS cash
reserves (payment will be
reconciled in an external store
system).

v If you Exchange Funds:

e The Funds Management
menu lists a Change Purchase
screen and a Reserve Change
screen, and the OnScreen
Accountability shows a
Change Purchase Holding
Area.

e You record the purchase in
the Change Purchase screen;
this will decrease the Reserve
Change Drawer AND The
Change Purchase Holding
Area by this amount.

e You record the receiptin the
Reserve Change screen; the
Holding Area AND the
Reserve Change Drawer both
increase by this amount.

e Tech Support: This method is
setin System Params |
SFBOS_OpAccountability: 3.

v" If you Receipt Change Direct:

e The Funds Management
menu only lists Receipt
Reserve Change.

e The OnScreen Accountability
shows Reserve Change
Receipted. This amount
includes all reserve receipts
for the day. The Reserve
Change Drawer value remains
unchanged when you receipt
reserve change.

e As part of store close
(including auto store close),
the total Reserve Change
Receipts form part of the
‘expected’ store close value.
After BOS Store Close, the
Reserve Change Receipted
value is reset to [0.00].

Tech Support: This method is
setin System Params |
SFBOS_OpAccountability: 4.

Procedure to Receipt Reserve Change in the BOS

Use the Receipt Change / Receipt Reserve Change function to record cash

change reserves purchased from Armaguard.

1. | From the BOS Funds Management menu,
select Receipt Change (or Receipt Reserve
Change if this the option you see).

2. | In Total Amount Receipted

, type the dollar
value of change you got from Armaguard.

3. | Type the Docket Number issued by

Armaguard.
*Maximum of 10 alphanumeric

Receipt Change Function

values.*

Receipt Reserve Change Function

8/ Receipt Reserve Change o | B[S Receipt Change Previously Purchased & B
Total Amount Receipted hom Armagusrd [$400.00 Total Receipt Changs $400.00
Docket Nurber FE] Docket Number [200m 3
Reserve Change of $400.00 ? Purchase Change of $400.00 ?
? Help ? Help
| Close: ‘ I Close |

4. | Click Save, and Yes to confirm.

5. | Click Close.

6. | You can go to the Funds Management menu
- > Screen Accountability function to see the
total amount of Change Purchase / Reserve
Change Receipted during this Open period.
*Click Process to update the figures¥*.

OnScreen Accountability — Amount of Change Purchase

Total Cash in Cash Drawer
Two Key Safe

Reserve Change Drawer

q Change Purchase Holding Area -$495.00

$1.198.50
$500.00
$1.665.00

fL Cloze

OR Reserve Change Receipted during this Open Period.

Qf On Screen Accountability

POS Acoountabiity

fol & s

Opening Reserve

[FOS Balance b Change

Status

Reserve
Purchase Sale

Petty
Cashin

Petty
Cash Out

[[iickay Total

‘ A

1/0pen 266.00 667.00 180,00
2|Close 0.00 0.00 0.00
3| Close 0.00 0.00 0.00
4| Close 0.00 0.00 0.00

Total Cash in Cash Drawer
Two Key Safe

Reserve Change Drawer

q Reserve Change Receipted

35.00 500.00 0.00 000
0.00 0.00 0.00 000
0.00 0.00 0.00 0.oo
0.00 0.00 0.00 000

285.00
406.00
207.95

22255

$1.124.50
$500.00
$1.120.00
$400.00
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Hints and Tips

v The Two Key Safe report shows
an itemised record of
m 2 Key Safe Clearances done at
POS, since the last 2 Key Safe
Clearance was actioned in the
BOS.

v There are 2 Two-Key Safe
Reports under BOS Reports |
Accountability: the 2Key Safe
Progress Report, and the 2 Key
Safe Clear Report.

e Before you clear the Two Key
Safe in the BOS, the
Progressive Report shows
details of 2 key safe
clearances done at POS,
including the amounts,
operator, date time etc.

e After you clear the two key
safe in the BOS, all this
information is transferred
onto the 2 Key Safe Cleared
Report, and the Progressive
Report is reset to blank.

v Outcome of a 2 Key Safe
Clearance:
e The Two Key Safe store total
is reset to $0.00.
e The 2 Key Safe Progressive
report is reset to blank.

Before 2-Key Safe Clearance

87 0n Sereen Acceureatitey.
FOS fecourdalh

Totel Cash in Cash Drawer £1.124.51

Two Ky Sate 500,00

Reserve Change Drawer fL1z000 e
Hiowe

Rueserve Change Receipted 1000

After 2-Key Safe Clearance

f On screen

Total Cash in Cash Drower $1.12450

Two Key Safe 1wm

Rasarve Changs Drowsr 1112000 & oo
Resorve Change Receipted  1410.00 oo |

Procedure to Clear the Two-Key Safe in the BOS

Complete this procedure to record the two-key safe clearance in the BOS,

after Armaguard have completed a cash collection at your store.
1. | From the BOS Funds Management menu,
select Two Key Safe Clearance.

* The Clearing Two Key Safe window is displayed.*

*The Amount in Two Key value is auto-calculated
from two-key clearances performed at POS. It
accumulates until you record a cash collection. *

[ ® )

hf Clearing Twe Key Safe

Amount in Two Key $500.00

Clear Two Key Safe Amount?

“? Help
i'L LCloze

2. | Click Save, then Yes to confirm.

3. | Click Yes to print the Two Key Safe report.

*The report automatically prints to the default
printer installed.*

(Before the Two Key Safe is cleared, you can optionally run the Progressive Report)

| Two-Key Safe Progressive Report

Store Number : 0942
Store Location : Melhourne

Brand : Liguorland Report Printed : 7052020

Region : Victoria

Time : 9:13am

STATUS = PROGRESSIVE

‘ SeqDocket# Clearance Date POS#% Op# Operator Name Transaction Id

Amount

1 TH32020  8.08:37AM 1 5,815 5819, & 321

Total Two-Key Safe Holding for Today :
Total Two-Key Safe Holding for Store :
Total Number of Two-Key Safe Clearances : 1

500.00

$500.00
$500.00

(After the Two Key Safe is cleared, The Two Key Safe report automatically prints)

| Two-Key Safe Report

Store Number : 0942
Store Location : Mehourne

Brand : Liguorland Report Printed : T/052020

Region : Victoria

Time : 9:25am

STATUS = CLEARED

‘ SeqDocket# Clearance Date POS # Op# Operator Name Transaction Id

Amount

1 T05/2020 B:08:37AM 1 0815 981G & n

Total Two-Kev Safe Holding for Today :
Total Two-Key Safe Holding for Store :

Total Number of Two-Key Safe Clearances: 1

$300.00

$500.00
$500.00

4. | If you need another copy of the report, from
the Reports menu, click Accountability ->
Two-Key Safe - Cleared report; Click Print
*You usually give one copy to Armaguard, and file
one copy for audit records.*

5. | Distribute copies of the report.
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Hints and Tips

v Your system may be configured
to auto store close, if you don’t
perform a manual store close.

v" The BOS Store Close action
does two things:

e It adds Reserve Change
Receipts to the Drawer
amount, to obtain the
expected amount of the
Reserve Change drawer. (If
your system shows Change
Purchase Holding Area
instead, this value stays the
same.)

e ltresets the amount of
Reserve Change Receipted
to zero.

e The Reserve Change Drawer
value stays the same.

Before Store Close (after all lanes
have been closed)

POS1 had a $1.00 variance,
recording a closing balance of $287
instead of $288).

Procedure to Perform a Store Close

Perform this procedure to ‘close’ the store for funds reconciliation.

1. | All POS lanes must be signed out before you
can perform a store close.
*Make sure the operators have recorded closing

float (or done a cash count before they sign out).
See Procedure to Count the Register Float at POS.*

2. | From the BOS Funds Management menu,
select Store Close.

Enter valid POS login credentials.

8 O Screm Aecourtabity (=

Rusurv Change Driwer t1z000 & Froes
Reservs Change Recesplod 300,00 R |

After Store Close (you can see this
screen after next store open)

J87 on screen Accourtasiny = O )

Total Cash in Cash Draws: 112350
Twn Key Safe $0.00

Fasenve Change Drowar $1.520.00 B Broces
Flessve Change Receipled 00 L Cie

4. |In the Cashin Reserve Drawer section, enter
all the denominations applicable, to form the
calculated “expected” store close figure.

*If your system uses Change Holdings, you only
enter the total cash that’s in the reserve change
drawer.*

*If your system uses Reserve Change Receipts, you
must enter the total cash that’s in the reserve
change drawer, plus the reserve change receipted
(as shown in the OnScreen Accountability). The
Store Close Amount should be = Cash in Reserve
Drawer + Reserve Change Receipt amount,
otherwise a discrepancy is detected.*

* The total from POS Clearances is irrelevant to BOS
Close.*

*A warning displays if the total entered does not
balance to the expected system value; edit or
continue to accept the error.*

=112
Cash in Reserve Change Drawer
~Nate ~Coin
$100 |E1 5| §2 |EI |
ss0 [0 3 g1 o 3
g20 |0 3 $050 |0 2
g0 [0 3 goz0 [0 3]
55 o0 3 got0 [0 3] Ok
sos [0 2 2 b
Total $0.00 || Cancel
5. | Click Close.
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BG EN-3C Page| 120f 14 6. | The Report RCC Summary is displayed.
*This report is also in Reports | Accountability.*
[ RCC Summary
Hints and Tips
Store Number : 0942 Brand : Ligquorland Report Printed : 07/05/2020  Time : 10:4%
Store Location : Melbourne Region : Victoria
v Register Error shows any Start Date : 07/05/2020  End Date : 07/05/2020
variances reported when the
float t d at POS Store Funds On Hand Store Funds Cleared
W nter
oa . as entered a Closing Float $1,123.50 Two Key Safe $£500.00
(durlng open or POS close). Two Key Safe $0.00 Bank - Cheques $0.00
Reserve Change $1.520.00
Cheques 50.00
Store Closing Cash $2,643.50 Total Store Funds Cleared $500.00
Other Tenders Miscellaneous
EFTPOS Online $0.00 Gift Vouchers Sold $0.00
EFTPOS Offline $0.00 Home Delivery Nett Sales $0.00
Customer Accounts 50.00 Float Variance £0.00
Gift Vouchers %0.00 Petty Cash £0.00
Coupons S0.00 Customer Account Payments £0.00
Store Opening Cash -82.077.50
Total Other Tenders §0.00 Total Miscellaneous -$2,077.50
Sales F667.00 Store Closing Cash $2.643.50
Returns 50.00 Total Store Funds Cleared $£500.00
Discounts £0.00 Total Other Tenders £0.00
Rounding $0.00 Total Miscellaneous -$2,077.50
Register Error -$1.00
Sales Total $666.00 Register Total $1,066.00
Total of Actual GST Collected : $60.64
Petty Cash Pay In Pay Out
Total Petty Cash
Gift Vouchers Redeemed
Total Gift Vouchers Redeemed

7- | At the end of the store week, after you have
counted the reserve change and closed the
store in BOS, print the Register Operations
Report for the current week.

*i.e. print this every Sunday before midnight, after
performing the store close. Your business may
schedule this report to print automatically every
Sunday night instead.*

*This report is located within the Reports menu ->
Accountatility.*

* The report shows register counts and variances
by Register by Day for the week; you should export
the report to Excel 2/1 (XLS) so you can notate an
explanation next to any variances.*
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Register Operation Report
BGEN-3¢ Page| 130f14
Store Number : 0942 Brand : Liquorknd Report Printed : 7052020 Time : 11:17am
Region : Victoria
Start Date - 40512020 End Date : 10052020
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Date 0710512020 1
Operators 9819 9819 9819 0 0 0
Section 1 No. s No. s No. $ N s No. s No. s No. s No.
0 5000 s L 4 $85500 o wo| o o] o woo| s
3000 S04 000 3000 000
[} $0.00 0 3000 ] 3000 ] $0.00 ] $0.00 0 $0.00 1] 3000 o
o 5000 o wo| o I 000 o w00 | 0 ww| o wo| o
o 5000 o woo| o X ) 5000 o o0 |0 o] 9 oo 0
Voidad Trmaactions o 5000 1 woo| o wo| o $000 o so00| 0 so00| 0 wo| o
e o 5000 o woo| o wo| o 000 o 00| o0 W o w0
Suspendsd Trans Not Resumed ] 5000 0 3000 0 3000 [} $0.00 ] $000 0 5000 0 3000 °
Nossles o 0 o o o 0 o g
Section 2 Total
o o o o o o o
5000 BT S50 w0 5000 o 738
5000 £ w0 w0 £ 000 £
£ £ w0 000 5000 5200 g
%090 200 000 5000 5000 w0 ]
5000 5200 5950 w0 5000 000 £
ey Cash 0wt 3000 5200 000 000 3000 3000 w00
StoreReg Brror 5000 s200 100 000 5000 s200 E
Register Operation Report
Store Number : Brand : Liguorlnd ReportPrinted : 7052020 Time : 1l:17am
Store Locatio Region : Vietoria
Start Date: 41052020 End Date : 10052020
Monday uesday Wednesday Thursday Friday Saturday Sunday
Date 0710512020 1
Operators 9819 9819 9819 0 0 0
Section 1 No. $ No. s No. s No. $ No. $ s No. $ No.
o s000 s L 4 f woo| o wo| o wo| s
s000 55 3000 3000 5000
0 s000 0 500 o ] 5000 o woo| 0 W] o wo| o
0 £0.00 Q $0.00 0 3000 o $0.00 0 000 0 5000 9 3000 o
0 s000 o soo| 0 WH o s000 o woo | 0 o] 9 T
Veidd Teaactions o s000 1 soo0| o wo| o 5000 o woo| 0 so00| 0 EI
Grerides 0 5000 ] w0 o woo| o 5000 0 wov| o W o I
Suspended Trans Not Resumed 0 $0.00 0 $0.00 0 3000 o $0.00 (] 3000 0 5000 0 50.00 °
Nosd 0 0 o o 0 0 o g
Section 2 Total
G VosherSOH o o o o o o o
G VouhaEmr
EE w7500 VL5000 W 000 000
000 0 000 W00 5050 5000
000 000 %050 o 5000 00
000 2% 5000 w0 5000 5000
s0%0 200 EL) 300 3080 5000
000 s2%0 000 $000 5000 5000
000 5200 5100 5000 5000 5000
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Alternative Screens that Show if your System is set to Exchange Funds (System Pararm: 3)
Page 2: Store and Lane Open Balances Lane Closing Balances

[0 o screen accoumabitey [ @ | 87 0 Sereen hccountabity = o ]|
[y FOS gccourtably
T Fome [Pave [k [Py [P = = ] e T =
o o [ [ [omp Poom [ BB [0 [ | o o = e el el el T T |
T e mm_ om m om_owamomwm o Tm o om  mm  o® oW om 52w
2o am ae ow aw  om  om om e 2000 T T N T S T T ST 1)
e am  aw 0w om 0w om  arm 3 Oonn L T T T T S TS 1
e o a® o 6w om 0w om % Gen o 0w om  ow 0w w  ow  mm
Totel Cash in Cosh Drawer $LIZLSN Total Cosh in Cosh Drower 3113050
Two Kay Sale ' Two Key Sote w0
Resenve Change Drawr BL5z0.00 Raserve Change Drawar FL665.00 B B
Change Purchase Holding Area 313500 Change Purchase Holding Area 3435 00 e

Page 3: Cash Count

Training

Cash Count

Variance 30.00

Page 6: Before Cash Clearances After Cash Clearance and 2 Key Safe at POS

¥ On Screen Accountabity == = W O aron Aceuniabity === |
pe— )
- T P T 3
os fome s o [ [Fomm [ [, (e, [ | = |9.L e e o B [ . e =
Tiom B E W w1 -
] 7 T T T S T )
] o am o e 0o a0 o o i - -
$0me T TR T ST T 2o - T — — - ——
o W oo om oo aw no e Jo- Y lm __om _am om om wm me
Totnl Cash in Cash Drower $LB43 50 Total Cash in Cash Drawer $LIGIE0
Two Key Sale 000 “Twn Key Safe 4500.00
Reserve Change Diawer 2152000 1 Poces] Reserve Chonge Drawer L7000 [ poces]
Change Purchass Holding Area 141500 N R
e Change Purchuse Haiding Aren 443501 =

Page 7: Before a Reserve Purchase at POS  After a Reserve Purchase at POS of $35

¥ On Screen Accountabity (F= =R & O S Rescreabiny =aEs
POS ey OIS fcomrtahity
. [ome = = [ B e [ [T o =
o oo oy e Ji Jmn \s. o o, [ | o = e | \ Ee (Bt [ |
T e ww_am [ G ww an T T T T
2(0cen m om om  om om  aw  om e 2 G 1 — -1
3 0oce LT T T TN T T TR TR T 1) 30 aw  aw  om  om  tm 0w 0w s
000 [T T IR T T T I T - 4 Ce am o om  om o om 0w mm
Totnl Gash in Cosh Drawer $116350 Totl Cashin Cash Drewer — $1.138.50
Tu Key Sate 50000 T Key Sads 500,00
Reserve Chnnge Drawer AL700.00 [ procec] Houorve Change Drower £LEES00 e
ange Purchnze Holding Aren Change Purchase Holding Aren -
Change Purchnse Holding Aren  -$435 18 Lo a 9 3455 00 fLom

Page 10: Before a Two Key Safe Clear After a Two Key Safe Clear

8 O Sreen Acconmaning =T #F n Sreen Accountabinty == |
PO ity PO cartady
5 B e [Gmene [Fonrar o = e e ‘a,m ‘.m, |=w o [= 7
) N = O e o N s [rme i [soe e, [ [ (o = |
T £ [T ® (=) W om =
20 o ow o om  om  om  om amw 20me o am o e um  m  om  ae
3o o om 0w ow  om om0 s 3o W om  ow m  am oo ow s
4 Coe @ o 0w om  om  om om  mm o T T T B T T~ B I T
Total Cash in Cash Drawer $1.19850 Totel Cash in Cash Drawer 2113050
T Ky Sado 50000 Twn Koy Safe wm
Resorve Changs Orawer 166500 =D Puserva Change Drawer 168500 =
Change Purchase Holding Area 3495 00 T Change Purchaze Holding Area -4485,00 ™

Page 11: After all lanes closed After Store Close Page 12: RCC Report

0 Screen ccountabity =y | W onsceen dccoiatiey ol
ey
O [ocave [ [Tmciay 5
e e = N el =l il \mw | |
T i 0w @ m  oB 0 T
20me W om 0w om oo aw  om o
3o W 0w 0w om om M m aim
F W om  om om  om am am mm
Toiol Cosh in Cosh Drower  $1130.50 e e L L
Twa Key 5o s Two Key Sate 0
Fserve Change Drwer $1665.00 Fiees el e & Bocea
Change Purchase Holding Aree. -§435 10 e Changs Purchois Holdng A 44500 A ps
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