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The screen called ‘’Cash box’’ is the feature with which you can administrate everything 

related to financial management.  

Inside your ‘’Cash box’’ you can make deposits and economic extractions, check the cash 

register of the day as well as opening and closing it. You can search for sales or other 

movements, like expenses or payments to suppliers. Besides the “Schedule”, this is the most 

important feature of the system.  

1. OPEN CASH BOX 
When you get to this screen at the beginning of your working day, the first thing you need to 

do is open the cash register. 

 

 

 

As soon as you fill in the day’s float, you can get to the other features of the cash box. If you 

don’t open the cash register, the other features will not be activated to avoid any potential 

losses or mistakes.  

In the main view of the cash box (shown in the next picture) you will find a list of the five last 

cash registers in chronological order, showing their income, extractions, cash difference and 

the total amount for that day. You can also enter into each individual cash register to check the 

details, print summaries or edit any information if necessary.  

 

If you forgot to close the cash box the day before, a pop-up will appear a pop-up to let you 

close the cash register of the previous day, in order to open a new one today. 

Below, the different features you will find on the main view of the cash box are described.  

2. INCOME 
This is where you should put the amount of money entering the cash register, but should not 

be related to the sale of a service or a product; you can even add a description of the income.  



 

3. EXTRACTION 
Here you need to indicate every movement of cash out of the box. 

 

4. DETAILS 
On this screen you can check the movements of cash flow, and you will be able to see every 

movement of money made since the cash register was opened in chronological order.  

As shown in the picture below, you can see details of time, type (opening register, closing 

register, etc.), the description, the amount, sales amount, tax, method of payment and the 

employee.  

Below, you can see the total divided into groups of method of payments (cash sales, bank 

transfer, cash on hand, etc.); at the end of the screen you see the money you should have in 

your cash box, what has been paid before the moment we check the cash box, the sales made 

by each employee, and the services they offered. 

 

  

 

 

 

 

 

 



5. ARCHING/ CLOSE OUT 
At the end of your working day, you need to close the cash register, to do this click on 

‘’arching/close out’’ and this is the pop-up that will show up: 

 

On this screen you just need to modify the amount that is in the cash register at the end of the 

working day and also the amount of money you’re leaving in the cash register as your float for 

the following day (if you aren’t leaving any, just leave it as 0).  

Here you can have a look at the sales that are automatically gathered by the program: 

 Cash sales: sum of the amount of the ticket and any debts 

 Transactions not related to sales 

 Close out summary: this indicates the book amount and the actual amount 

If you forget to close the cash register, don’t worry, the system will remind you to close it the 

following day.  

 

6. SEARCH SALE 
There are many actions you can take from this screen: search sales and rearrange tickets.  

6.1 SEARCH SALES 
You can search for a sale in two ways:  

1. Using the search engine, in which you can set filters to find the sale with more 

ease. 



 

2. Or you can just select on the sales in the list below. The list automatically shows 

the last sales you completed in chronological order. Click on “actions” (the icon 

with 3 cogs) and choose one of the options.  

 

6.2 REARRANGE TICKETS 
In order to rearrange the tickets, this is what you need to do: 

 Click on “rearrange tickets” at the top of the screen 

 

 

 Then, write the number that you want to start rearranging the tickets from, from 

now on, and then click ‘’rearrange tickets’’ 

 

 

7. SEARCH MOVEMENTS 
On this screen you can search cash movements using the filters you see at the top of the 

search page (shown in the picture below). 



 

8. CASH BOX CLOSED BY MISTAKE 
If it occurs that you have closed the cash register by mistake, you’ll of course want to open it 

again; don’t worry, here is what you should do: 

 Once the cash box is closed, this is what you will see. Click on ‘’register details’’ 

(the eye icon) of the cash register which you closed by mistake. 

 

 Once you’ve clicked on that, a pop-up is will open and there you should click on 

‘’reopen register’’ and it will be opened again.  



 

 

 


