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DRAWER CHECKOUT-The Drawer Checkout Report is used to verify the money on hand to 
the amount received in the system. The report is listed by drawer and contains summary totals. 
 

Main Menu > Daily > Day End Process 
 

 
Enter the Beginning Date, Ending Date, and select drawer(s) 
 

 
 
Review the Drawer Checkout Report and balance cash drawer to the report totals 
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Final page of the Drawer Checkout Report contains a summary of the daily receipts 
 

 
 
PRE DEPOSIT REPORT-This report list the checks and cash to be included in the daily 
deposit. Depending on bank requirements, some offices attach this report to the pre-printed 
deposit slip for presentation with the deposit. 
 

Main Menu > Daily > Day End Process > Deposits > Pre-Deposit 
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BANK DEPOSIT GL UPDATE-This process will create and post entries to the GL for the 
daily deposits. After posting the entries, the details of the daily deposit are deleted from the 
system. Most offices prefer to retain the detail information and therefore will make the deposit 
entries through Manual Transactions. 
 

Main Menu > Daily > Day End Process > Deposit > Bank Deposit GL Update. 
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PRORATING RECEIPTS 

• Prorating creates accounting entries 
• Revenue is allocated to each department 
• Commission is charged to each department 
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DISTRIBUTE WARRANTS/CHECKS 
 

Menu > Daily > Day End Process > Distribute Warrants 
 

 


