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Overview

This document will guide you through the End-of-Day process in Cash Register Express.

In order to close out a day at your store or restaurant, all checks must be closed, all employees must be
clocked out, and End-of-Day must be performed.

If your payment processor requires that you manually batch, it is recommended that you do this prior to
performing End-of-Day. Optionally, you can have the batch settlement run automatically with your End-of-
Day.

Manual Batch Settlement Option
1 Select Manager or Options, and enter your admin credentials if prompted.

Manager

2 Click Administrative, then Credit Card Settlement.

3 Click Add Tip to enter any missing tips, then click Settle and wait for completion notice to appear.

ol Credit Card Tips — X

To add tips onto customer credit cards, use the "Add
Tip® button. After adding tips, click settle to finalize the
charges with your payment processor.

Add Tip Settle Report Exit

Note: To learn more about adding tips, please refer to this guide.
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Automatic Batch Settlement Option

1 Select Manager or Options, and enter your admin credentials if prompted.

| Manager ‘

2 Click Setup, then Setup Screen.

B H B O O
8B EH B _E @

3 Onthe Payment Processing tab, select Other Options.

Setup Screen X
Account Control ‘Company Info I Couponing Hardware | Internet Features | Inventory | Invoice Settings

Payment Processing Quick Invoicing & Alerts | Quick-Add | Receipt |  Reports

Restaurant Features | Station Specifics | System Access | Touch Screen

Processing Other Options Tips  Donations

() Force Credit Card Pre-Auth

Mo Credit Card
Signatures Below

earihargeAma Cards (Bar Tabs) For $
Max Debit Cashback Pre-Authorize Cards Prompt
(® Force Preset Amount
Batch S|
aich 22 O Use Amount as Suggested
License Min When Starting a New Tab:
Do Nothin,

Scale Update ‘I Exit

4 Click the Perform Batch Settlement on EndofDay box, then click Update to save the configuration
change.
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Heartland Reglster

End-of-Day Configuration

Report Customization

1 Select Manager or Options, and enter your admin credentials if prompted.

| Manager

2 Click Setup, then Setup Screen.

B H H O O

3 Go to the Reports tab and make selection to customize your End-of-Day report.

~8 E B _E @

Setup Screen

Account Control | € o | ¢

x

| Internet Features | Invenloryl Invoice Settings

Viewable Report History

Restricted by Employee 0
(0is

Report Listing
D Hide disabled items from Item Listing Reports.

Scale Update

Exit

Payment Processing | Quick Invoicing & Alerts | Quick-Add | Receipt | E Reports
Restaurant Features | Station Specifics | System Access | Touch Screen

Default Start and End Date/Time End of day

Start Date/Time End Date/Time I

Start Date End Date [ Don't print Sales totals

@ @ Tod [] Don't print Deposit breakdown

‘esterday ay
® Tod O D Don't print Sales breakdown(itemized)
ay omorrow
Start Time End Time
[1zoo00aM | [1zoo00am |
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Here are explanations of these options:
e Don’t print Sales totals — Removes the sales totals section from the End-of-Day report

e Don’t print Deposit breakdown - Removes the deposit breakdown section from the End-of-Day
report

e Don’t print Sales breakdown (itemized) - Removes the sales breakdown section from the End-
of-Day report

4 Once you have made your selections, click Update to save.

Report Printer Configuration

1 Select Manager or Options, and enter your admin credentials if prompted.

| Manager ‘

2 Click Setup, then Friendly Printer Setup.

3 Under Select Friendly Printer, select Report.
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4 Under Select Local Windows Printer, select your installed full-size printer. In this example, we are
using a Brother HL-2240 series.

Printer Setup

Select Friendly Printer Select Local Windows Printer
# 9 [None\Default

p I Snagit 9
roirStzemrete—————— |Send To OneNote 16
Slip OneNote
Label Microsoft XPS Document Writer
Endorse Microsoft Print to PDF
Fax Tax

[“
Iaiiiam—n

Printer Options
- Cut receipt at this station I Printer Type Full Size Printer V||

Disable printer at this station

Print master/subordinate receipts Lines to feed before cutting

Print orders using two colors (Epson only)

Station Options
[ Print logo on receipts at this station Click to select the logo file

6 Hel Delete Order
aelp Printer

5 Under Printer Type, select Full Size Printer, then click Save & Exit.

End-of-Day Permissions Configuration

1 To grant or deny an employee access to End-of-Day, select Manager or Options, and enter your
admin credentials if prompted.

| Manager

2 Click Administrative, then Employee Maintenance.
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3 Select and employee, then select the Reports tab and select Yes for Perform End of Day.

Employes Maintenance

aptions GeNeral Information For: Rufus
Department CadSwipeld [ |
Employee ID 100101 Customer l:l
[ Houty Waga
(2 [ [ Take CC Tips in Cash at End of Shift Glick to Select Picture
[ pisable this Employee [ Require Clock-In Before Login

I Permissions Personal Infol Job Codes &Waqesl SloreAssociationsl Payroll Info

Functionality | pisplay Reports
o | po apers
__Customers | pyine poR
RPN pertom End o
Setup Day
View Historical |p
Restaurant s o B
Handheld

[Log as Exception

Search by Employee ID Whether or ot an employee can perform an End of Day.

o " E
Setup M:
oo © o NG owe

4 Click Save Changes.

i
=

End-of-Day Options Configuration

There are other options that can affect how the End-of-Day function works. Here is a guide to these
customizations.

1 Select Manager or Options, and enter your admin credentials if prompted.

| Manager

2 Click Setup, then Setup Screen.

B  H B O O
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3 Gotothe System Access tab and then select the Time Clock tab. Available EOD customizations
are highlighted in green boxes below.

Setup Screen x
Account Control | C Info I C i I Internet Features | Inventory I Invoice Settings
Payment Processing | Quick Invoicing & Alerts It ipt Reports

| Station Specifics Il System Access Touch Screen

bor Schedule Settings Password Policy Payroll Settings

EOD Allowance - Time Clock

EOD — Require Money Count
(®) Deny EOD if staff clocked in

(®) es, require money count

(O Mass clock out staff clocked in @ e T e

() lgnore time clock (O Use sum of all shifts
() Assume correct value

Shift Assignment

(®) Don't frack shifts.

() Track shifts by Cashier Reason codes for breaks

() Track shifts by Station Reason

id?
Code Paid?

EQD Allowance — On Hold Transactions
@ Deny EOD with on hold transactions
() Allow EOD with on hold transactions

OverTime Calculation Method
(@) Weekly

O Daily

II []E0D-Allow Mass Close Shift I

Scale Update Exit

Explanation of EOD Alowances

» Deny EOD if staff are clocked in — Requires all staff to be clocked out before the EOD function can
be performed. If employees are not clocked out and you try to do an EOD, a list will appear of the
employees that are clocked in along with their ID numbers.

There is still 4 employees currently clocked in. Please clock them out
before running the End of Day Function, List of employees:

Joe-- 100149

John -- 100148
Bob -- 100150
Steve -- 100151

» Mass Clock out staff clocked in — Prompts you to confirm that you want to automatically clock out
all employees immediately.

There are currently 4 employees
clocked in. Are you sure you would like
to automatically clock them out?

b
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» Ignore time clock — Allows you do perform EOD regardless employees clocked-in/out status.
clocked in or out.

» Deny EOD with on-hold transactions — Prompts you to void on-hold invoices before performing
EOD.

There is still 1 invoice
currently open, would you
like to void them?

» Allow EOD with on hold transactions — Allows EOD to be run with on-hold invoices present.

» EOD-Allow Mass Close Shift (CRE 13.1005 and later) - Allows you to automatically close unclosed
shifts when performing the EOD process. With this feature enabled, CRE will prompt you to close any
open shifts, and will then present you with the close shift dialog for each one until all shifts are closed.

End-of-Day Operation
1 Select Manager or Options, and enter your admin credentials if prompted.

| Manager |

2 Click Tools, then End of Day, and enter credentials at prompt.

Password

Enter Password

%
Ed
Ed
*
E
H
Ed
Ed
E
H

Required Permissions:
Perform End of Day

3 Count the cash in your cash drawer and enter the actual deposit amount when at the prompt.

4 If you are satisfied with the amount entered, click Yes at the confirmation prompt. A close-out report
detailing the day’s activities, and reflecting any variance, will print at the designated printer.
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Reprinting Close-Out Reports

1 To reprint a close-out report, select Manager or Options, and enter your admin credentials if
prompted.

| Manager

2 Click Administrative, then Reporting.

3 Make sure the Sales category is selected and, under Report, select Daily Close - Reprint and click
Print.
Reporting
Category Report Date/Time Range ad"a':_lmd
ey Shift Summa ~|  Start Date Start Time eporting
10/18/12019 12:00:00 AM
Inventory Payment Type Breakdown
Customer | Payout Report End Date End Time
Returns by Tender Type v 10/18/2019 12:00:00 AM
Employee
P Green = ALL in list selected
RESaan Crileria Red = One or more selected
Rentals oot Cashior MMM Seloct Deparmont MBI  Select Station MBI Select Store 1o HEN
01 01 ~] Jo1 o |
100101 02 02
Reprint a 03 03
previously
printed copy of 04
the 'Daily 05 v
Close’ report.

| oo [REEESETE
Select Vendor AU

Select Category DA select Matrix Group

2018426200 ~| [NONE ALL e
4405824303 Full-Size
5704769932
8005623771 Receipt
8008776655 v

No inventory item selected No customer selected Display

SelEctitem Cizr) EEiEChGustomEr Glear,
Exit
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4  Select the date you wish to reprint and click Select to print the report.

Please select the close out date you would like

to report on

Here is an example of a closeout report:

Corner Liquor FINANCIAL REPORT Print Date: 10/18/2017 10:22:49 AM|
Store: 1001 Totals for period: 10/18/2017 10:20:04 AM - 10/18/2017 10:22:45 AM
DESCRIPTION __ AVG$ QTY AMOUNT |DESCRIPTION _ AVG $ QrY AMOUNT
Sales Totals
Coupons Redeemed
Net Sales $52.27 hrONE
Net Tax1 $3.66
Net Tax2 gOAOO
Net Tax3 0.00
Nefaa 2050 Sales Breakdown
Net Tax 5 $0.00 Cat: NONE
Net Tax 6 $0.00
— |Dept: LIQUO
Grand Total $55.93 |10 CANE RUM 3 $19.99 1 $19.99
Gift Cards Sold $0.00 LIQUOR Subtotal: 1 $19.99
Store Credits Issued $0.00 Dept % of Total Sales: 38.244%
Grand Total + Gift Cards/Tips $55.93 Dept: WINE
||Discount For GC $0.00 ALFCE WHITEC $14.99 1 $14.99
GT - DISC for GC $55.93
WINE Subtotal: 1 $14.99
Total Payouts $0.00 Dept % of Total Sales: 28.678%
Total Pickups $0.00
Dept: NON ALCOHOL
|Remaining $55.93 |BARTENDERS DA $3.29 1 $3.29
BUSSETO SALAM $5.99 1 $5.99
Sale Types
Total Voided Sales $0.00 | NON ALCOHOL Subtotal: 2 $9.28
Net Taxed Sales $52.27 Dept % of Total Sales: 17.754%
Net Non-Taxed Sales $0.0
Net Tax Exempt Sales $0.00 Dﬁtz MISC ITEMS
LIME $0.89 2 $1.78
Payment Types ORANGE $0.89 3 $2.67
Cash $8.57 |LEMON $0.89 4 $3.56
Check $9.93
Total Cash + Checks $18.50 MISC ITEMS Subtotal: 9 $8.01
On Account $0.00 Dept % of Total Sales: 15.324%
Total Debit Cards $0.00
Other.0 $37.43 NONE Subtotal: 13 $52.27
Total Credit Cards:2 $37.43 Cat % of Total Sales: 100.000%
IExpected Deposit Breakdown CATEGORIES TOTAL: 13 $52.27
Total Cash Sales $8.57
Total Debit/EBT Cashback $0.00
Total AR Cash Payments $0.00
Total Cash Payouts $0.00
Total Expected Cash $8.57
Total Check Sales $9.93
Total AR Check Payments $0.00
Total Expected Checks $9.93
Total Expected Deposit $18.50
Managers Reported Deposit $18.50
Difference $0.00
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