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Introduction

This document describes the configuration and use of the Guided Cash Management
Process in a store location. These processes are performed at Day Start and Day End and are
referred to as Guided Day Start and Guided Day End.

The Guided Day Start and Guided Day End processes incorporate the following Cash
Management functions:

Terminal Cashup

Terminal Cashup and Closing Float
Safe Cashup

Safe Cashup & Banking

Safe / Terminal Finalise

Safe / Terminal Spot Check

This document describes the Guided Day Start and Day End processes along with their
associated configuration.



Overview
Confioguration in the following areas is required to configure the Guided Cash Management
processes:

Roles - Privileges are added to the required Roles to enable the Guided Cash
Management functions.

Menu - The Guided Cash Management buttons are configured in the Back Office
menu.

Location / Location Template — Guided Cash Management functions are only
supported where the Cash Management Method is configured as Manage by
Terminal or Manage by Pay Point.

For Locations configured as Manage by Cashier, Guided Cash Management functions
cannot be used.

POS Terminal / POS Terminal Template — Depending on the configuration of Force
Cash Declaration Method, the Guided Cash Management process will differ. If the
Location of the POS Terminal is configured with Cash Management Method as
Manage by Pay Point, then defining a Default Pay Point ID against each POS Terminal
is mandatory.



Configuration Steps

Role

Navigate to User Roles using the search or the following path:

Configuration User Roles

Authorisation to run the specific functionality documented here is controlled with privileges
maintained in roles.

Select the appropriate role to edit, the example role here is CASHMAN_UK

User Role Maintenance

Select the Enactor Cash Management package and enable the following privileges:

Package Function ID Details
Enactor Cash enactor.guidedDayStart.Ru | This role enables the user to run the day start
Management n function on the Back Office, for the selected

Terminal/PayPoint.

Enactor Cash enactor.guidedDayEnd.Run | This role enables the user to run the day-end
Management function on the Back Office, for the selected
Terminal/PayPoint.

Enactor Web enactor.deleteStoredTransa | This role will enable the user to delete the

Maintenance ctions.DeleteSingleTransact | stored transaction single record when the
ionAllowed Guided day end happens.

Enactor Web enactor.deleteStoredTransa | This role authorises the user to delete the

Maintenance ctions.AuthorisesDeleteSing | stored transaction single record when the

leTransaction Guided day end happens.




Enactor Web
Maintenance

enactor.deleteStoredTransa
ctions.DeleteAllTransaction
sAllowed

This role will enable the user to delete all the
stored transactions when the Guided day end
happens.

Enactor Web
Maintenance

enactor.deleteStoredTransa
ctions.AuthorisesDeleteAllT
ransactions

This role authorises the user to delete all the
stored transactions when the Guided day end
happens.




Menu

Navigate to Menu Maintenance using the search or the following path:

Configuration

The configurable Guided Cash Management events are configured in the Back Office menu.

Menu Maintenance

You are editing menu ID BackOffice for menu set Web Maintenance, role Administrator, menu group United Kingdom, locale English (UK)

70X

Name BackOffice
Menu Type Panel -
Menu Catagory Retail A
@ 9 - Vouchers =
10 - Warehousing
11 - Day End
12 - Day Start

13 - Device Status

14 - Estate Monitor

15 - Product Search

16 - Stock Ledger Search
17 - Tracked Items

Edit the appropriate Back Office menu.

Select Add > Add a new execute process item.



Menu Maintenance

You are editing menu ID BackOffice for menu set Web Maintenance, role Administrator, menu group United Kingdom, locale English (UK)

Name BackOffice
Menu Type Panel v
Menu Catagory Retail v

9 - Vouchers
@- 10 - Warehousing
11 - Day End

Add a new Button
Add a new Event ltem

Add...

For the Guided Day Start, The Application Process to Run selected is Guided Day Start.

hem Latd Gukted Day St
v— GUICED_DAY_START
e Meszage Base Martenance DietauteruManmenareberbiessage

e UL guideddaysan sy Tost image (Ghimacn Met Found



For Guided Day End, the Application Process to Run selected is Guided Day End.

Menu Maintenance

a0 e e proC on Dhetasit Ope Please Lpdate P Bem Ortads.
Ganeral Data
o GushaOperaensiasaOiyEn

Guided Dy Ena

GUIDED_DAY_END




POS Terminal / POS Terminal Template
The flow of the Guided Cash Management processes is determined by the Force Cash
Declaration method in the POS Terminal / POS Terminal Template configuration.

Navigate to POS Terminal Maintenance / POS Terminal Template Maintenance using the
search or the following path.

Configuration

Organisation

POS Terminals

Select the appropriate POS terminal and navigate to the Day End > General tab.

POS Terminal Template Maintenance

Configuration

Example Value

Description

Force Cash
Declaration

Cashup and Closing
Float

If the Force Cash Declaration method is
defined as Cashup (Empty), the configured
POS Terminals will go through the following
steps when the Guided Day Start occurs.
Day Start > Cashup (Safe) > Finalise (Safe) >
Opening Float

If the Force Cash Declaration method is
configured as Cashup and Closing Float, the
configured POS Terminals will go through the
following steps when the Guided Day Start




occurs.
Day Start > Terminal Spot check.




Guided Day Start Process

Guided Cash Management processes are performed at the Store Server.
Select the Guided Day Start function (the menu path for this button may vary, depending on
the Store Server Menu configuration).

©

Operations Guided Day Start

Safe Cashup

When the user selects the Guided Day Start button the Back Office navigates to the Safe

Cashup screen.
When the selected location has two or more safes, the user is prompted to select the safe
which is associated with the day start process. If only one safe is defined, that safe is

automatically be selected.

Guided Day Start

Cash Management - Cashup

808 parforming 8 Cashup for 0003-UK Oxford Street-Sate and the cument session

nnnnnnnnnnnn

The Safe Cashup is completed against to the currently open safe session. If there are no
open sessions for the safe then the Guided Day Start process will end.



Assuming there is an open safe session, the user can cash up this session. If there are any
discrepancies recorded in the Cashup process then the session will be marked as Cashed Up
and the user is given the option to recount the session totals.

Safe Finalise

If the safe is cashed up without a discrepancy, then the process navigates to the Safe
Finalise screen where the user can finalise the cashed up session.

Cash Management - Finalise

or Enactor Store for the session that started at 26/0424 07:24

Tol oo w0 o0 .00 o0 €0.00 .0 o .00 .00 .00 o



Terminal Spot Check and Opening Float

Once the Safe session is finalised, then the process opens the Terminal Spot Check /
Opening Float of the Pay Point or Terminal. Whether the process moves to the Terminal
Spot Check or Opening Float first is determined by the Force Cash Declaration configuration
in the POS Terminal configuration.

Opening Float Process

When the Force Cash Declaration in the POS terminal is configured as Cashup and Empty,
then the Opening Float function is the first step.

The process opens the Opening Float screen where each Terminal or Paypoint can be
selected using the Play button.

Guided Day Start

Pay Point Name Latest Opening Float Latest Spot Check

The following screen is displayed to perform the opening float to the configured POS
terminals. This declares the cash amount that the POS will start the session with.

Cash Management - Opening Float

LLLLL

The Terminal Opening Float can be completed for each of the Pos Terminals. Once each
Opening Float is completed then the completed date and time is recorded against the
terminal in the Guided Day Start screen.

Guided Day Start ?
Plsasa seiect 8 Pay Point ¥om 1 1154

Pay Point Nama Latest Opening Flost stust Spot Check

Once the Opening Float has been declared for each terminal, selecting the Next button
completes the Guided Day Start process.



The following confirmation popup is displayed:

Guided Day Start completed successfully



Terminal Spot Check Process

When the Force Cash Declaration in the POS terminal is configured as Cashup and Closing
Float then the Terminal Spot Check function is performed as the first step in the Guided Day
Start. The float for each terminal has already been declared during the Cashup process for
the previous session.

The user is directed to the Terminal Spot Check after the Safe Finalise, and a list of terminals
is displayed.

Guided Day Start ?

2 2 Pay Point om e it bele

Pay Point Mame Latest Opaning Flot Latest Spat Check

L]

When the user selects the Play button against the terminal, the Terminal Spot Check screen
is displayed.

Cash Management - Terminal Spol Check

5 om

ing  Terminal Spot Check or 1 and the current session.

Loose  General
..... Totst
ca 5000
Cards FOQ (At P

c 000
c x sk
Cash 5 1000
crea 000
Ews - @mn
5000

nax

Cash Management - Terminal Spot Check

- Back

ha folkrwmg discrapancies wera found for 1 for e session that started 3t 260424 07:06.

Discreps
Tarminal Sl
Tander Opening Opening Fioat Floats Pickups incama Expanse Outlay Cutiay Return Clasing Fiaat Sales Expocted Counled Disere

===== 0 0 0
Cards PDQ (A0 Piked Up: o 0.0 £0.00 0.0 0.00 0.00 ] 0.0 0.00 000 0.0 0
Cash £10.00 £1000 €000 000 £0.00 £0.00 £000 €000 £0.00 000 £20.00 000
Casn 59 £0.00 €000 £0.00 £0.00 £0.00 £0.00 £0.00 €000 £0.00 £0.00 £0.00 £0.00
Cheques €000 £0.00 €000 €000 £0.00 £0.00 £000 €000 £0.00 £o00 £000 000
Eurat - UK €0.00 €000 €000 €000 €0 €00 €000 €000 @00 €000 €000 €00

d a Uy o 0.0 0.00 0.0 0.00 ] 0 0.0 00 0.00 0.0 o
Gt Cand UK (Auto Picked Up) €000 £0.00 £0.00 000 €000 £0.00 £000 £000 £0.00 £000 £0.00 000
United States Dollar- UK 5000 3000 50,00 5000 50.00 3000 s000 5000 5000 s000 5000 5000

Totl £10.00 £10.00 .00 000 £0.00 £0.00 £000 €000 £0.00 000 £20.00 .00



Once a terminal spot check has been completed the completed date and time are recorded
against the terminal.

Guided Day Start

Pay Point Name Lanest Opening Float Latest Spot Check

The Terminal Spot Check in Guided Day Start is a simple verification process. The user can
complete the Guided Day Start without completing a terminal spot check against each
terminal. On selecting the Next button, the Guided Day Start process completes and the
following confirmation popup is displayed:

Guided Day Start completed successfully



Guided Day Start Process Completion Activities.

During the Guided Day Start process, transactions are created and sent to the Estate
Manager. These transactions will be created according to the flow of the Guided Day Start.
For example:

e safeOpenTransaction
e safeFinaliseTransaction
e terminalSpotCheckTransaction



Guided Day End Process

Select the Guided Day End function (the menu path for this button may vary, depending on
the Store Server Menu configuration).

. (=] ¢

Operations

Guided Day End

Similar to the Guided Day Start process, the Guided Day End process has several steps.

Delete Stored Transactions on a Guided Day End Process.

When the user selects the Guided Day End function, the system will first check whether
there are any stored transactions against the location. If there are any transactions stored,
the user is directed to the following screen:

Dealate Stored Transachons

Location Device Torminal | Date Time & User Storage ID Total Voidable Traiming

Any stored transactions must be dealt with before the process can continue. This can
involve recalling them at a POS and either completing or voiding them, or using the delete
function provided in the above screen.

To delete stored transactions, the user needs to have the relevant privileges assigned to one
of their User Roles. These are described in the Roles section.



According to the privileges set to the user, the following buttons are displayed:

the guided day-end
process.

Button Action Details

Delete All To delete all the stored Requires the delete all privilege described
transactions listed in the | in the Roles section.
Delete Stored
Transaction screen.

Cancel This will Cancel and exit When the user selects the Cancel button, a

message is displayed to advise the Guided
Day End process is cancelled.




Day End Declaration on Guided Day End Process.

Once the stored transactions are completed and there are no stored transactions for the
specific location then the system navigates to the next screen for Day End declarations.



Guided Day End Process where the Location Cash Management Method is
Manage by Paypoint or Manage by Terminal

If the Cash Management method is Manage By Paypoint or Manage By Terminal, the next
step is the Terminal Cashup process.
The following screen is displayed for the user to select from:

Guided Day End ?
15854 56461 Pay PO TOM 1né 151 D810

Pay Point Name Jate Time

C]

Terminal Cashup on a Guided Day End Process.

When the user selects the Play button then the Back Office navigates to the declaration
method defined for the location’s terminals. This could be either Terminal Cashup and
Closing Float or Terminal Cashup.

If Terminal Cashup and Closing Float is configured in the terminal then the user is presented
with the following screen:

CGash Management - Closing Float

Loose

This screen allows the user to declare the Closing Float — this is the money that will remain
in the drawer and be used as the float for the next session.

When the Closing Float is declared and the Done option selected, the user is presented with
the Cashup screen:



Cash Management - Cashup And Empty

CEN © c=- |
Yo e i Casup And Empty o poSAGODEL et (Fact a0 e e s
oose | conem
ot
K 10

This screen allows the user to record the cash being removed from the drawer and added to
the safe. On selecting Done, the Cashup and Closing Float process is complete.



If the Terminal Cashup and Empty is configured in the terminal, then the user is presented
with the following screen:

Cash Management - Cashup And Empty

session

------

There is no float declaration, and the user declares the entire amount of cash in the drawer to
transfer to the safe.



Terminal Finalise on a Guided Day End Process.

Once the Cashup for the terminal is completed, then the session is finalised:

Cash Management - Finalise

@ comm 4= Back

‘The fallowing discrepancies were found for 1 for e session thal starled at 26:04i24 10:03
Discrepancies  Ganeral
Teminal £
Tender Openmng Opening Float Flnais Pickups ncome. Expanse Outiay Outiay Retum Closing Float Sales Expected Counted Discrapancy
£10.00 £0.0 £10.00 €000 £000 2000 2000 £000 £10.0 £0.00 £1000 £0.00 £10.00
Total £10.00 000 £10.00 £0.00 £0.00 £0.00 .00 .00 £1000 £0.00 £10.00 £0.00 £10.00

Finalising locks the previous session and it can no longer be edited.

On finalising the session, the process returns to the Guided Day End screen, and any further
terminals can be cashed up.

Guided Day End ?
46c1 3 Pay PoInt T0m Ine st Dee
Pay Point Name Date Time Status
L s

The status of each terminal is displayed in the status column. Any terminals with a status of
Count need to be declared.
Once the declaration and finalisation is completed, the status moves to Finalised.

Guded Day End

3 Pay Point Hom me st be

Pay Polnt MName Date Time Status

! R

p CRIND g CHENUD 800 Baning



Safe Transactions on a Guided Day End Process.

Once the terminal sessions are completed, the user can select either Safe Cashup or Safe
Cashup & Banking. This enables the user to optionally go through the Safe Banking process
in addition to cashing it up.

Pay Point Name Date Time Status

mpCshup g Cashup and Banking

Cashup & Safe Cashup and Banking.
Banking

Cashup Skip Banking and continue to Safe Cashup.




Safe Cashup on a Guided Day End Process.
If the user selects Cashup the Back Office navigates to the Safe Cashup process where the

safe is declared. The following screen is displayed:

Cash Management - Cashup

€00

5000

The user enters the counted amounts in the safe then selects Done. Note that there is no
requirement to declare any Tenders configured as Auto Banked — these are declared automatically.



Cashup & Banking
Once the terminal sessions are finalised and the user selects Cashup & Banking, a slightly
different process is followed:

Guided Day End ?

Pay Point Name Date Time st

First the process navigates to the Safe Cashup screen the user is prompted to declare the
money that will remain in the safe. The following screen is displayed:

Cash Management - Cashup

“fou are performing a Cashup for Enacior Store and the current session

Loose Genera

€000

Unfted States Dalar- UK

The user declares any cash amounts and then selects Done to complete the process.
The back office then moves to the Safe Banking step. This screen allows the user to declare

any cash amounts to be banked:



Cash Management - Banking

In this screen, the user records the cash amounts to be banked in the Banking column. Once
the amounts have been added the user can navigate to the General tab and record any
Banking details such as the Banking Slip Reference, the Banking Bag Reference and any
notes.

Once all Banking tenders have been recorded, the user can complete the process by
selecting the Done button. The back office will navigate to the Safe Finalise screen.



Safe Finalise on a Guided Day End Process.

On selecting the Done button then the Back Office navigates to the Safe Finalise screen. If
the safe is configured to auto-finalise after Cashup then the finalise screen is shown with
any discrepancies.

Cash Management - Finalise

e found for Enactor Stors for ine seszion it started 2t 260424 11:54

Termina Sale
Cashup and Currancy
Tenaer Opsning Float Floats Pickups Empty Ciosing Float Opening Purchases Income Transter out Transterin Expense Outiay Outiay Retm
000 £0.00 €000 £0.00 £0.00 £ £0.00 €000 £000 £0.00 000 £0.00 €000
Total £0.00 £0.00 £0.00 £0.00 £0.00 £1.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00

If the user Selects Confirm to finalise the session, then the Guided Day End process
completes and the following prompt is displayed:

cation: Estate Manager Sigred O Manager - UK 1 Versiom: 2.7 4

enactor & Fa &

If the user selects the Back option, then the Guided Day End process does not complete and
the user is redirected to the Safe Cashup screen.



Tender Bags on a Guided Day End Process.

If the Location is configured to allow Tender Bags, when the user selects either Cashup or
Cashup & Banking then the New Bag tab is displayed.

5o~ CXEZ

Vou sre parforming & Cashup for Enactor Stars and the curent session

ggggggg
Creat Note (Aulo Banked

United States Dolar- UK S0.00

Here the user can declare the cashup amounts and add them to tender bags. The user can
to create a new tender bag from the New Bag tab and record the tender amounts.

Using the New Bag tab the user can record the following tender bag details:

Bag Number A unique name for the new tender bag is created. This is used for
the identification process of the Tender Bag

Serial Number A unigue number for the new tender bag is created. This is used for
the identification process of the Tender Bag

The following buttons are displayed:

Clear Values Deletes the amounts added against each tender.

Bag Tenders Creates a new tender bag with the recorded values. A new Existing
Bag tab is created once this is completed.

Next Used to navigate to the next tab




The Existing Bags tab gives details of any bags that were created for that safe.

Cash Management - Cashup

=

¥ou ara parforming a Cashup far Enactor $tore and tne currant session

NewBag  ExstngBogs  General
Bag Number Bag Type Cashup
o0 P =]
e 1 Bank
<< Previous

If the user has the selected Cashup & Banking process, they can also create one or more Banking
Bags during the Banking process.



Guided Day End Process Completion Activities

During the Guided Day End process, transactions are created and sent to the Estate
Manager. These transactions will be created according to the flow in which the Guided Day
End has happened. An example list of the transaction typess generated is shown below:

TerminalCashupTransaction
TerminalFinaliseTransaction
safeCashupTransaction
safeCashup&BankingTransaction
safeFinaliseTransaction

safeOpenTransaction
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©2024 Enactor Ltd

All documents produced by Enactor Ltd are supplied to customers subject to Copyright,
commercial confidentiality, and contractual agreements and must not be copied or
transferred without permission.

The amendment history of this document can be found in the table below

Current Document Version information

Document Version 1.0
Product Version 2.6

Document Context

This document is part of the Enactor Product Documentation Series. All Enactor products
include a comprehensive documentation set designed to improve understanding of the
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Document Inquiries

At Enactor we aspire to produce the highest quality documentation to reflect and enhance
the quality of our product. If you find that the document is inaccurate or deficient in any
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contact:

By Email: documentation@enactor.co.uk
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