Operating the cash register

Please switch to a cash register account area, e.qg. SALES or PROSHOP.

Now call up the checkout via the button Call up checkout button in the PC CADDIE toolbar or via
Umsatze/Kasse:

fspiele Timetable Artkel Einglellungen Ende

—— P i 22 6 ﬁ{f;t:—-‘@“t

|Kasee mufrufen - rechis idicken: Kasserbuch |

The open cash register window looks like this:

Kasse X

GASTRO Anmelden {Carmela) ”
Y

UMSATZ Time Buchungstag 12.02.20
— * i e
[ ] Bediener Kasse AR + /" Edit [ Entf. 0.00 &
Kunde (=) = Artikel (F1) = Zahl Spezi F?  Ldsch. F5

Pers.Edit Konto

Karte FE Greenfee F8 EinfAuszahlung &usbuchen Wiederholen F4 Ende

Select customer

In the field Customer (F9) field, enter your customer's search abbreviation, the full name or just part
of the name and the matching persons will be displayed. Another option is the list function button to
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the right. If you have a Cherry keyboard, you can swipe the magnetic strip of a DGV card and the
customer will be dialled immediately.

If the person does not yet exist in PC CADDIE, they are entered with Create new person to create a
new person. Alternatively, you can create a person to whom the booking is made if you do not want to
create the person separately, e.g. for the sale of a logo ball. To do this, create a ,,Guest” or , Walk-in
customer” person. The abbreviation for the person ,walk-in customer” must be a small L, like this: ,1“,
(but without the characters).

Select article

In the field Article (F1) field, there are several options for selecting items:

e Enter the search abbreviation of the article

e Enter the name of the item or just part of the name

e Button list function (F2)

e For existing labels with barcode by scanning the item

After OK the item is immediately posted to the cash register. After the selection, you can change the
quantity in the number field accordingly. For faster item selection, we recommend using the quick
selection function, see chapter Quick selection.

The checkout window now shows your customer on the left-hand side and the selected item on the
right-hand side:
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S il
[ Anmelden [Tester] ] Mustermann, Paul [--] Gast
Buchungstag [28.1210 | " Neu|| ' RF Salda: 0,00
Funden-Filker . =
[~ Bediensr W Kasse E] 180.00
uztermann, Paul [- 00 test 1 Hemenhose - Grin - 50 180,00 180,00 test
Kunde [F9) [ artiked (F1) | | o[ 1 | spezillF7)|| Lisch (FE)|
F'ers.Edit‘ Konto | Karte H Greenfee‘ ‘ Einfduszahiung |ﬁ BezahIeH Wiederhulen‘ ‘ Ende

You can book in several items in succession for one customer at any time.

Pay for articles

You start the payment process by clicking the button Pay (F12). The payment window looks like this:
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Bezahlen

Geben Sie die Bezahlung ein:

K.unde mupa Mustermann, Paul @ Rabatt [F7]
Total 180,00 3 Abbruch

Betrago

=
>

@ Barzablung |
[ visa |
| MaSTERCARD |
[ﬁ EC Karte ] |

Offen: 0,00
[ Quittungsdruck [F5): ] |E!uittung riochmal abfragen j
[ Auf Bechnung inz F.aonto buchen ]
[g’% Zwizchenabrechnung ducken ]
[ Aub anderen Funden Lbertragen ]

1. You now select the desired payment method by placing the cursor in the corresponding field,
the amount changes immediately. You define which payment methods are available for
selection in this payment window at another point: Payment methods

Set the receipt print according to your requirements.

The function Post to invoice to account function can be found in the next chapter.

Prints an interim statement without finalising the payment process.

Here you have the option of transferring the payment to another person. You will see the
following window:

Uik whN

Umbuchen auf anderen Kunden »
Aufwen soll der Betrag umgebucht W OK
werden? -
> Abbruch
Person: = sss

By entering the corresponding person, the payment for this person is booked.

Click OK, the payment process is completed. With Repeat (F4) in the checkout you have the option
of viewing your booking again.

If you are working with stock management of the items and the minimum stock level of the item has
been reached, you will receive the corresponding information:
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Artikelbestand zu gering

Beachten Sie den Bestand dieser Artikel;

x|
Gruppe  Bezeichnung Altuell  Minimum 3¢ Abbruch
LI
oo 100 —

K Hemenhoze - Grin - 50

Post to account

You can use this function to leave postings open in the accounts (open item postings). Payment can
be made at a later date. If you click on this button during the payment process Post to invoice to

account you will see the following window:

Achtung: Offene Buchung »
Machten Sie wirklich den Betrag v OK
40.00 » Abbruch

offen lassen?

Buchen in das Konto von:

sosu Sonnenschein, Susanne = ass

Referenzkennung: |

With OK the booking is finalised.

If you select this customer later in the cash register, the open balance is displayed in red or a credit
balance in green at the top right.
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IPHDSHDF‘ [ Bnmelden [Tezter) ] buztermann, Paul [-]

GASTRO Buchungstag |23.12.1|:| i« NEUl RF

=10l x|

/ Gast

Soll: 50,00

Kur‘u:lEnliiltgreclienEr B Kesse E] Q.00 @

If you have installed a so-called OP area, the booking is automatically transferred to this area. Please
contact PC CADDIE Support for the installation of this special account area.

Transfer credit

Credit from Member, Petra should be transferred to Member, Paul.

Kasse

[ Anmelden [Tester, Tima] ] tember, Petra [-]

Buchungstag |02.03.74

_oEN

Guthaben: 200.00

Kundenlfiltgre derer 5 Kaseot E] 0.00

kember, Paul [--] 0.00 test
kember, Petra [--] .00 test

Kunde [F3) | Autikel (F1) Zahl[ 1| Spedial (F7) | Lissoh.(FS)|

‘ k.arte H Green[ee[FE]‘ ‘Ein;"&uszahlung

Perz Edit ‘ F.onto

‘V’ﬂusbuche” Wiederhulen‘ ‘ Ende

e Call up the person (with credit) in the cash register

* Go to the BOOK OUT button (F12)

e Enter the desired amount with a minus sign for CASH (1)
e - Click on OK
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e - Yes, leave open (2)

kember, Petra

kachten Sie wirklich den Betrag

»» BOO0 <<
offen lazzen’?

Ja, Offen lazzen

Mein, Abbruch

Bezahlen

=l
s
FrERE 0.00

Betrag

pEls
= o) —
= ) —
= ol —

Saldo: HABEM: 200.00 - Offer:50.00

[ Quittungzdruck [FA]: ] I MHaormalensveize keine Quittung LI
[ Auf Rechnung ins Kaonta buchen ]
[& Zwizchenabrechnung diucken ]
[ Auf anderen Kunden Ubertragen ]

Clublk.arte [FE]

# Abbruck

=
=

e Call up the person to whom the credit is to be booked in the cash register

- Click on OK
Book as credit (2)

Go to the BOOK OUT button (F12)
- Enter the desired amount in the plus field under CASH (1)
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Bezahlen

aeben Sie die Bezahlung ein:

£ahlende Perzon

mepa Member, Paul

»» Barkazse <<

laeben Sie diezen Betrag zuriick:

Achtung: Rickgeld n

=
=
FrERY 0.00

Betrag

oo

= G000 << @
> HE
[v" OF., zuruickgegeben ] @
&z Guthaben bucher ‘|
= 1526.00 - Riickgeld:50.00
% Abbruch l
eine Guithung ﬂ
[ Auf Bechnung ins F.onta buchen ]
[& Zwizchenabrechnung diucken ]
[ Auf anderen Kunden Libertragen ]

Cancel article

Clubkarte [F&]

# Abbruch

=
=

You can cancel a booking that has not yet been paid for and is still in the cash register using the
Delete button (F5) from the cash register.

You can only return a booking that has already been paid to the cash register via a cancellation
process if no daily closing has yet been created. To do this, select Repeat (F4). In this window, you
will see all the bookings that have been made. Select the booking to be cancelled and click on
Cancellation. You receive the following selection:
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Rechrung x|
echnung Mummer;
Mustermann, Paul
1.0 Henenhosze - Griin - 50 180,00 180,00
Surnme: 180,00
180,00 Barzahlung 180.00
[ Zahlung starnieren und new bezahlen ]
[ Rechnung stormieren ]
|5 Abbiuch |

*  With Cancel payment and pay again the booking is returned to the cash register for further
processing. The button Cancel invoice is not required.

kasse 1o
FROSHOP [ Anmelden [Tester) ] bduztermann, Paul Gazt
GASTRO Buchungztag IEEH 210 " Meu RF
Funden-Filter - —

[~ Bediener ¥ Kasse E] rean0 |55

tuztermann, Paul 18000 test 1 Hemenhoze - Griin - 50 180,00 180.00=Hest

Kunde [F9) [ artiked (F1) | | o[ 1| pezillF7)|| StomalFE)|
F'ers.Edit‘ F.anto ‘ Greenfee‘ ‘ Ein/twzzahiung |ﬁ BezahIeH Wiederhulen‘ ‘ Ende

You now have the option of changing the item booking (e.g. reducing the quantity) or changing the
payment method: Pay (F12). If the article is to be cancelled completely, click on Cancellation (F5):
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Buchung gedruckt

Fur diese Buchung wurde bereitz ein
Auzdruck gemacht.
Deshalb kann sie nicht bearbeitet werden!

Diie Buchung kann nur storniert werden!

Starno-tnzahl:

1.0

[ kehifach-Starmiering

F5)

X
2 Abbruch

Through OK the offsetting entry is made and with Pay out to end the process. Your original booking
is now completely cancelled. Under Repeat you will see the first article booking with the two letters
,St.” for cancellation.

Beleq stornieren / Druckwiederholung

Bestimmen, Sie, welcher Beleg wiederholt baw. stormiert werden zoll:

Ilﬁ

" Beleg wdhl.

20110034 291210 1645 Mustermann, Paul 180,00 test
20110035 291210 1722 Mustermann, Paul 180,00 test il
20110036 291210 1730 Mustermann, Paul 426,60 test
20110037 - 291210 1755 Mustermann, Paul 760 test Sehauen
2010038 {;39_29.1 210 1456 Mustermann, Paul S0.00 test
20110039 01210 13222 Mustermarn, Paul 0.00 test Starmo

Archiv

3 Abbruck

Cancelling items after the daily closing

As soon as a daily closing has been carried out, all processes are completed and can be cancelled
under the button Repeat button are no longer visible. With the help of Archive you can retrieve the
posting to the cash register accordingly.
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Rechnung wihlen

Wahlen Sie den Kunden oder direkt
die gewiinzchte Bechnungznummer:

|
Funde: ||_ E @
Rechnung I—

After entering the customer and the invoice number, which you have to select in advance from the
account entries, the following window opens:

Rechnung reaktivieren x|

Auf welche At zoll die Bechnung
zuriickgeholt werden?

@ Duplikat-Beleg ducken

['ﬁ Artikel zum erneuten Buchen kopigren

|
[ Rechnung zum Starmieren reaktivieren ]
]
]

% Abbruch

With Reactivate invoice for cancellation you bring the entire booking back to the cash register. By
selecting the article and Cancellation the booking is corrected.
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e TP
IF'FEEIS HOP [ Anmelden [Tester) ] bduztermann, Paul Gazt

GASTH D_ Buchungstag IEEH 210 o Meu RF
Kundenlﬂltgrediener [ Kasse E] 0.00
P Henenhose - Grin-o0.—— {a000. 00— 4

tuztermann, Paul 000 Al enenhoze - [ -
-1 Barzahlung 180,00 -180,00=F

Kunde (F3] [ Atikel (F1] | & zan[ o [ rEeTE(E7 smmn]
|V.-’-‘-.usbuu:heH Wiederhulen‘ Erde

Perz Edit ‘ K.onta

‘ Greenfee‘ ‘ Einfduzzahiung

Another cancellation option is to work with a minus sign. Select the customer again in the cash
register, post the article that is to be corrected and enter the amount in the number field and enter
the corresponding correction number with a minus sign, for example ,,-1“:
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=101 i

] Mustermann, Paul [-]

[ Anmelden [Tester)
Buchungztag |28.1 210 " Meu
Kunden-Filter
[T Bediener [v Kasse
uztermann, Faul |- 1 ezt
Kurde [F9] |

[3ast

-180.00 @

180,00 -180.00

RF Saldo: 0,00

[7)[=]o ear]ixem

-1 Hemenhose - Griin - 50

test

Autikel [F1] |

E] zm@' | Spezial[F7) | Liisch.(F5)

Perz Edit ‘ K.onta

‘ Greenfee‘ ‘ Einfduzzahiung

|ﬁ.ﬁ.uszahleH Wiederhulen‘ ‘ Erde

Confirm your entry with Tab or Enter. To finalise the booking, select Pay out in the corresponding
payment method or Post to account, to post the credit to the customer's account, for example. You

will receive the following option:

Achtung: Riickgeld

Geben Sie dieze Betrag zurlick:

x|

»» Barzahlung <<

»x 18000 <<
PV’ OF., zuriickgegeben 1
[ Alz Guthaben buchen ]
[x Abbruch ]

With Post as credit this amount remains as a credit.
Discount article

If you have posted an item to the cash register, you can change the price of this item using the

Special (F7).
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Spezial-Buchung

Geben Sie bitte die genaue Buchung ar;

X|
Typ: |1nu1nnmnzn3 Herrenhose - Griin @ 3¢ abbruch

Text: IHerrenhDse - Giriin - B0

Fuzatz: I

Habatt:" no x= Anzahl: |1,EI

Einzel: L Geszamt: |W°|
Original: Iw

SerMr.: I

Buchen auf I_ﬁ Tester ;I
Funde: mupa kMuztermann, Paul @

[ aturm: IEE.'I 210 Zeit; |1 Kitals

1. You can enter a simple percentage in the discount field, e.g. 10 %, the price will be reduced by
10 %. You can also enter a calculation based on the purchase price, e.g. EK19 (purchase price
plus 19 %).

2. The unit price can be changed accordingly.

3. The total price can be changed accordingly.

With OK PC CADDIE requires a reason for the price change:

Preis-Anderung x|

Bitte geben Sie einen Grund fiir
die Preis-finderung an:

Ahbruch

This reason is displayed on your receipt printout. You will then see the new item price in the checkout.

If a customer has purchased several items and now receives a total discount of 10% on everything,
the button discount button when paying.
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Bezahlen

eben Sie die Bezahlung ein:
£Zahlende Person

IH
-~
[x

mupa Muzstermanin, Paul @ Rabatt
Zu zahlem: Ferrr 42660 £ Abbuch

Bezahlung
II:uare B arzahlung
fvisa W54,

[mast MASTERCARD [T [ 0.0
fs EC Karte =@ [ om

Fiiickgeld:0.00
[ Quittungsdrack ] INnrmaIerweise keine Quittung LI
[ Aul Bechnung ing Fonta buchen ]
[& Zwischenabrechnung drucken ]
[ &uf anderen Kunden Libertragen ]

Rahatt

laeben Sie bitte den R abatt an:

x|
Rabattierbarer Grundpreiz: I 426,60 3¢ Abbruch
Rabatt/Grundpreiz: IEId % -Aboug I 0.00

R abatt/Effektivpr.: IEIEI % - bAbzug I Q.00

The amount to be paid is calculated automatically when the discount is entered. Click OK to finalise
the booking.

Operator billing and daily closing

About Settle sales/cash register to open the ,Cash register accounting” window:
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Kassen-Abrechnung X|

kit dieser Funktion wird der K.aszen-
abzchlugz geduckt baw. durchgefiibrt

Mur diezer Bediener:

I_Q Tester ;I
I:Knmplett x|

Bediener-abrechnung ]
T ages-dbechluss ]
&lten Abschiuss ducken ]
&lten Sbzchluss detailliert ]

(]

Lizte der Preizanderungen ]

EC-Cash-Belaztungen kopieren ]

= Offere Eunden ins Kanto Bucken ]

Operator billing

End of the day

Print old degree

Old financial statements in detail
Copy EC-Cash debits

List of price changes

Post open customers to the account

NouswNE

Working with the cash book

Via the button Pay in/pay out button takes you to the cashbook. Please read the handling here: Cash
book

Open item postings
Open item postings

Key combination - manual opening of the cash drawer

The cash drawer is opened without a key using the key combination: Ctrl + F11.
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