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Brewsters Cash/Accounting Manual 
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Important Contacts
Eigen Developments – 1-877-736-7733

Any problems regarding the on-line Eigen website, or any hardware problems including pin pads, wireless terminals etc.
AM/PM – 1-800-663-4571

Any problems with the POSI hardware including screens, printers etc. and Backoffice software.
Custom Business Solutions- 1-800-551-7674

Any problems with the Northstar Desktop, or Northstar Portal.
INTRODUCTION TO CASH
The process of ‘cash’ in its essence is to balance our general ledger (GL) report to ensure that we have received proper payment for all goods sold throughout the course of a business day.  We are completing this simple accounting process to ensure accuracy of our payments received, in comparison to goods sold, and ensure that the number of debits, match the number of credits, to put it simply.  In our General Ledge Report (GL) we will prepare and enter information from our previous business days sales in order to report the days financial events to our accounting/administrative department.

The good news is that our Northstar Enterprise automatically collects the majority of the financial information that we need, in turn saving us a lot of data entry, as opposed to doing the entire process without automation.  We will however have to follow a process to ensure that the financial information that we enter into the GL report is 100% accurate.

This is a guide to help you navigate through the cash process, reference many of the key definitions regarding our ‘cash’ process, and help troubleshoot along the way.  Should you have any issues with this process, I have provided a brief appendix regarding specific problems pertaining to cash.

NORTHSTAR DESKTOP

Northstar is a program developed by Custom Business Solutions to work with POSI essentially to allow us to collect information, and use the information for various purposes including our General Ledger, P and L, and the Portal to name a few.  Northstar Desktop provides enhanced customizable reporting and accounting integrations. Northstar also provides us with:
· Fully customizable task lists designed by you to guide your users through their many business processes. (such as daily cash commits)

· Fully integrated and customizable help and training materials right into the desktop so when users highlight a link in the task list, the help and training information automatically displays. 

· POSitouch Flash Sales and labor data is refreshed every 10 minutes right on the desktop. 

· Enhanced Customizable Reporting for GL 

· Guest Activity Reporting 

· General Ledger and Accounts Payable 

· Inventory Integrations (invoicing etc.)

The Northstar desktop is fully customizable, and we can build nearly any report imaginable within the scope of the financial information reported to it.  We also have the ability to upload documents to the ‘Portal’, which can be accessed by all of the Brewsters management team.
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THE PORTAL ‘DASHBOARD’ – Executive Daily Stats
CREDIT CARDS/EIGEN
Our card transactions are managed by Eigen Developments.  Their online website https://www.eigendev.com gives us total access to our financial transaction history.  Eigen holds the credit card payment in transitory until we are satisfied that the information is correct, and then we close the batches (send the financial instructions to the customers bank, to take the money from their account and into ours.)
To access Eigen’s website, all we need to do is open internet explorer go to https://www.eigendev.com, enter your login information, and this will bring you to the Main Menu screen.
IMPORTANT: Our objective is to ensure that all of our credit cards are closed properly.  First we need to access the Main Menu, select “SETTLMENT REPORTS” and then ‘consolidated report’.  Choose the proper date and click ‘submit’.  Next, we need to MANUALLY add up all of our credit cards, and ensure that the totals match the totals, under ‘grand total’ on the consolidated report.  After we are satisfied that the credit cards are correct, we can click the blue link ‘Close Credit Card Batches and Run Debit Settlement’ to send the financial instructions to the bank. PRINT BOTH THE CONSOLIDATED REPORT AND THE CONFIRMATION OF THE SENT BATCHES AND INCLUDE IN YOUR BACKUP.
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To make adjustments:

To adjust a tip – go to Batch Editing in the Main Menu

Use the approval code found on the signed transaction slip to search for the appropriate transaction

Once you have found the transaction – click CHANGE

Adjust the total to reflect the correct tip amount – click SAVE CHANGES

To delete a transaction: 
Go to Batch Editing in the Main Menu

Use whatever information you have to find the transaction (approval code, amount, etc.)

Once you have found the correct transaction – click DELETE

Make sure you have the correct transaction – then click DELETE again

To correct a transaction that was closed to cash:

Go to Settlement Reports in the 

Main Menu

Select PREAUTHORIZATIONS THAT HAVE NOT BEEN COMPLETED

Enter correct date

Find the transaction by APPROVAL CODE

Once you have found the transaction – click SEND COMPLETE

Manual Transactions: – please direct all manual transactions to the Administration Office

Credit Card Inquiries – please direct all Credit Card inquiries or complaints to the Administration Office
VLT’S
The accounting for the VLT’s is an integral part of balancing our cash on daily basis as well as reconciling our books at our administration office. Essentially, the Alberta Government (AGLC) owns the machines, and in exchange for completing the accounting and giving the retail space to put them, we get a share of their profits. In order to properly do our accounting, we need to print the ‘Retailer Sales Report”, which is a summary of the transactions that happened at our location, on a given business day.  On this report, we can see how much money was put into each machine (Cash-In), how much money paid out (Validations), our commission and how much we owe to the government.  

IMPORTANT: To print this report daily, we need to go to the VLT computer (where we validate) and press the (.) button twice, until it brings us to our MAIN MENU.  Then we select ‘Reports’ then ‘Retailer Sales’, it will automatically suggest yesterdays date.  We can choose any date we want, and then when we have the date we are satisfied with, press enter and it will print. We will need to document both the VLT commission and VLT Balance.

If the VLT’s had paid out more money than the VLT Float contained, the manager or bartender would have taken money from the VLT machines and added it to the VLT Float so they could continue to validate the customers tickets.  The manager/bartender would have counted the money from each of the machines emptied and entered the amounts on the bottom of the VLT Reconciliation Form beside the correct machine number.  To balance the VLT Float at the end of the night, they would have totaled the money added to the float and entered it where it says SUBTRACT CASH ADDED.

In the morning when counting the money in VLT bags, look on the VLT Reconciliation Form to see if money was taken out of the machines.  The money in the VLT bag for machine X and the money taken out of machine X last night, added together, should match the Cash In amount on the End of Day report printed first thing in the morning.

If the money and the Cash In amounts do not match:
· If it is short a couple of dollars or less, the closer may not have emptied the coin holder, so when it is emptied the next time, it should be over.

· If it is short $10 or more, somebody may have played the machine after the closer had emptied it.  If this is the case, check the machine and retrieve the money.

· If it is short $10 or more and the money is not in the machine, check the VLT Reconciliation Form.  
· If money was added to the Float, it may have been miscounted and the Float may be over that amount.  You must always assume that the Cash In amounts on the End of Day report are correct.  The money added to the float needs to be adjusted so the money counted and the Cash In amount are the same which may make the VLT Float short.  The Bartender is responsible for any shortage.
ATM
The ATM is like a bank that you can borrow money from and pay it back.  It is never acceptable to short your floats or tip-out, so we do ATM SHORTS and ATM PAID BACKS to account for the fluctuations in the ATM balance. The accounting for the ATM is a very important process, and also one of the most common factors in cash difficulties, and confusion.  Make sure that you count the ATM every day, and read the following ATM instructions properly.
ATM CALCULATOR:

today’s total load (or current float) – yesterday’s original load = positive number (ATM PAID BACK)

today’s total load (or current float) – yesterday’s original load = negative number (ATM SHORT)

today’s total load (or current float) – yesterday’s original load = zero (no entry)

You will only have either ATM SHORT or ATM PAID BACK – NOT BOTH

If you do not have enough $20’s to refill what was dispensed, you have a ATM SHORT.


example: par is 500 ($10000) original load yesterday 500 ($10000) 



dispensed 50 ($1000) – refilled 30 ($600)



the difference would be 20 ($400)



Today’s load would be 480 ($9600)



ATM SHORT will be $400



(today’s load 480 yesterday’s 500 difference 20 short)


If the original load from the previous day was less than par and you have enough to


refill what was dispensed and to fill it back up to par (or close to), the difference


of the Original Load yesterday and the total number of bills loaded today will be entered 


beside ATM PAID BACK 



example: par is 500 ($10000) original load yesterday 420 ($8400)



dispensed 20 ($400) refilled 100 ($2000)



Today’s load would be 500 ($10000)



the difference entered beside ATM PAID BACK would be $1600 (80 x $20)



(today’s load 500 yesterday’s 420 difference of 80 extra put in)

IMPORTANT: Daily Bank Machine Instructions:

1. Put Key into lower Machine Door.

2. Open Machine Door and Enter Digital Safe Code. 

3. Open Inner Vault door and remove the Cassette.

4. Press the top three buttons, followed by 123 to access operater functions.

5. Enter operator function Password.

6. Press  ‘Operator Function’ Then ‘Journal’ and then ‘Print Journal’ Then ‘Condensed Print’

7. Press the Cancel Button

8. Remove Journal Ledger then hit  ‘Journal’ and then ‘Clear Journal’ and ‘Yes”

9. Press the Cancel Button

10. Press ‘Settlement’ Then Day Total and Cassette Total

11. Check for any bills in the Reject Cassette, and cross-reference in the Cassette Total

12. Fill The Cassette, properly do ATM accounting and put back in machine

13. Re-enter the settlement reports and select ‘Add Cassette’ press enter and enter # of bills

14. Close Both Machine doors, turning day lock and press cancel three times.

ENTER DAYS DEPOSIT AND MOVING MONEY:
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This option is used mainly to make adjustments to the Credit Card totals, although it can also be used to make adjustment to paid ins and paid outs.
Open Northstar

From the Main Menu on the Left Side, Choose Enter Days Deposit & Move Money
Enter the Proper Date
Continue

Near the bottom on the left side is the option MOVE MONEY, click on it

If the POS total is less that the Eigen total, you



DECREASE CASH



INCREASE
(the appropriate payment type)



Enter the amount of the difference



Cashier # - use the Day Bar # for all adjustments



Terminal - leave as is



ENTER



The totals should now be the same


If the POS total is more than the Eigen total, you



DECREASE (the appropriate payment type)



INCREASE CASH



Enter the amount of the difference 



Cashier # - use the Day Bar # for all adjustments



Terminal - leave as is



ENTER



The totals should now be the same

Make sure to SAVE & EXIT when you are finished with this section

PAIDOUTS:

This is used to adjust any expenses that were entered wrong or to enter the Bartender tills/floats if it was not done during their shift.

From the Main Menu in Northstar, Choose Enter Days Deposit & Move Money
Enter the Date you are working on

Continue

Choose PAIDOUTS (near the bottom in the middle)

If you need to correct errors:

Example: bought a bottle of Bailey’s and entered total amount ($21.20) as liquor

To correct:  subtract (-) $1.20 from LIQUOR

 Add (+) $0.20 to LIQ/WINE/COOLER DEPOSITS

 Add (+) $1.00 to GST


INVOICE PAYMENT – payment for function that was invoiced (take out gratuity)
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Make sure to SAVE & EXIT when you are finished with this section.
IMPORTANT:  You must enter the Days Deposit from you Daily deposit sheet into the Daily deposit screen, or else your debits and credits will not match up causing the POSI total on the GL to be short the amount of your deposit.
GL REPORT
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The summary of all of our cash entries are reported in our General Ledger Report. It is our main accounting record that we use to evaluate day’s sales. In our General Ledge Report (GL) we will prepare and enter information from our previous business day’s sales in order to report the day’s financial events to our accounting/administrative department.
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GL REPORT PAGE 1




GL REPORT PAGE 2
The GL report, will give you a breakdown of the Following:

· Sales

· Discounts

· Tax

· Paid Ins/Paid Outs

· Payment History (POSI over/short)
· Bank Deposit information (CIBC must equal zero over/short)

· ATM information

Northstar Desktop will allow you to export sales and labor directly from POSitouch to our GL report. By assigning General Ledger account numbers to various data elements in NorthStar Desktop, journal entries are exported based on your daily sales and labor from Point of Sale. We do however need to enter the following information to complete the cash process.

Commit Days Sales and Labor Data
After we have collected the necessary and outlined information within this manual we need to enter the information into the Northstar to Process.  From the Main Menu in the Northstar on the left hand side select ‘Commit Days Sales and Labor Data’.  Then you will select your name, and the weather, hit enter which will bring you to the Data entry screen.  The following outlines the data entry process.

Support Tips, Kitchen Tips, Manager Tips: Enter the tip information from the daily deposit sheet.  You only need to enter the information into one column if you use combined tips, like most Brewsters locations do.
EOIF: The Total Amount from your Daily Deposit Sheet.

Bar/Server +/-: The Total Shortage or overage from the Daily Deposit Sheet.

Repaid Shortages:  If a staff member was short on a previous day, enter the amount that they have repaid into this column.  Include this amount in you Cash Deposit (to Bank).

VLT Commission:  Enter the VLT commission from your Retailer sales report (see VLT’s).  This number will always be the opposite of what the report reads.  Ex. If the Reports reads -$100, enter it as a positive and vice versa.  This is money that we are not paying the  government so we need to put the opposite of what the report says.

VLT Balance: Enter the VLT Balance from your Retailer sales report (see VLT’s).  This number will always be exactly what the report says.

VLT (+/-): If the VLT is short or over money when you count it, enter it into this column.  If you are over or short money, and was not a result of a counting error, please inform the AGLC immediately.
ATM PAID BACK: If today’s total load (or current float) – yesterday’s original load = positive number.

ATM SHORT: today’s total load (or current float) – yesterday’s original load = negative number.

*there can never be both an ATM PAID BACK and SHORT the same day.

ATM Before Cut-off:  The amount, in dollars, not bills, dispensed between open and 7pm.

ATM After Cut-off:  The amount, in dollars, not bills, dispensed between 7pm and close.

ATM Current Float: The amount of money, in dollars, not bills currently in the ATM.

Undeposited Cash:  If there is under $100 dollars, we do not do a CIBC deposit.  Rather we put the money in an envelope and add it to a later cash deposit.  We enter the amount in this column, but NOT in the

‘Cash Deposit (to Bank)‘ column. 

Undeposited Cash Used:  If we have a Undeposited Cash on a previous day, we must add this to today’s deposit and record it in this column.  We add this total to the total ‘Cash Deposit (to Bank) ‘. We can add multiple undeposited cash envelopes together on one day if need be, just be sure to inform the admin team about this.
Cash Deposit (to Bank): This will be all of the left-over cash from the deposits.  Please sell the change and smaller bills back into the floats.  Please note the following on deposits.
Over/Short- Use this to enter any known overage or shortage.  This does not include the bar over/short as we have already accounted for this.  Use this box to ensure that the Deposit (must Equal Zero) is empty.

Committing Sales 
 Once you have accurately entered the information into the Northstar and have balanced the POSI and the CIBC (must equal zero), you will commit the sales and labor data.  ‘Commit’ is exactly that, a commitment that your work is completely accurate.  This is a very important step as you are submitting all of the information to the Portal, to the administration and accounting team, and also the ownership group.  It is imperative that it is 100% accurate, the first time.
IMPORTANT: Before you commit, you need to ensure that:

-Your POSI Balances

-Your Deposit to the Bank Balances to 0

-Your Credit cards are manually added up and balanced, and the batches are deposited in Eigen.
-The paid ins /paid outs are done 100% accurately

-The time and attendance is done 100% accurately

Ultimately you are responsible for the commitment of your cash. Not head office, not regional managers: you.  We are here for assistance if you have exhausted your resources, but only if you have thoroughly read and understood the contents of this manual, and are unable to trouble shoot yourself.

DEPOSITS

1. The total on your GL account MUST match the amount on the deposit book and the amount that is physically on the bag, to the cent.  Failure to do so creates headaches for the bank and our head office team, even by a few cents.

2. There are 3 carbon slips in your deposit book.  

· The ‘original’ copy gets deposited into the bank machine in an envelope.

· The ‘yellow’ copy gets put into the wallet with the deposit.

· The ‘pink’ copy remains in the deposit book and is submitted to head office when full.

3. Every day you need to take the deposits to the bank, if not email or call head office.

4. Every individual deposit must have its own slip to be stapled individual to each ‘pink’ copy.   If you are doing multiple deposits on the same day get one slip for each.

5. The perforated wallet slip must be included with your cash.

6. The transit number and account number must be written clearly on the outside of the wallet.

7. The wallet number, the date of the deposit and location of the deposit must be written on the slip before it is faxed to head office, daily.

8. Please ensure that there are no tears, rips or smudge with any of the numbers on the slips, envelope or wallets and that all numbers are clearly displayed for the bank and for our head office team.

REPRINT GL REPORT

From the menu on the left hand side in the Northstar Desktop – choose

1. MS Desktop Reports

2. Review Daily GL

3. Enter date needed

4. Select

5. Printer (if you need a hard copy), Screen (if you just need to view it)
Trouble Shooting 
	
Problem
	
Where to Look

	POSI is Short, CIBC is Balanced
	
Missing Credits -
Daily Deposit Total is Short

	
	Credit Cards- Not Balanced, Short

	
	Cash-outs Short, someone under submitted

	POSI is Over, CIBC is Balanced
	Missing Debits- Credit Cards- Not Balanced, Over

	
	Daily Deposit Total is Over

	
	Cash-outs over Re-do, Compare Totals

	POSI is Over, CIBC is Over
	Cash-out Issue, Redo Cash outs

	
	Entry error into Northstar

	POSI is Under, CIBC is Under
	Cash-out Issue, Redo Cash outs

	
	Entry error into Northstar (VLT’s)

	POSI is Balanced, CIBC is Under
	Physically Missing Cash Issue

	
	Recount ATM, Check Math

	
	Re-count Floats, Petty Cash and Tip Pool 

	POSI is Balanced, CIBC is Over
	Physically Over Cash Issue

	
	Recount ATM, Check Math

	
	Re-count Floats, Petty Cash and Tip Pool 

	
	Re-do Bar Cashouts.


On the GL report there are two major areas that summarize the success of your cash proceures.
1. The POSI over/short. – This is essentially like the Northstar doing a cash out for the entire house.  The factors that affect the POSI total are payments received and cash outs, which is summarize by the daily deposit sheet.  If you are out money here and the CIBC balances you are not missing money, rather there has been an error made with a cash out, our with one of the servers receiving a payment properly.  The first place to look is the servers cashouts. The deposit amount on the Daily deposit sheet will affect the POSI number directly and if a cashout is done improperly the POSI number will be either over short.

2. The CIBC Deposit to Bank. – This is essentially like the Northstar evaluating if all physical cash that should be present is accounted for. The factors that affect the CIBC total is anything to do with Cash.  This can mean the ATM, the bar floats, VLT floats, the petty cash and most important the actual deposit to the bank.  If you are out money here and the POSI balances you are missing money, and the first place that you should look is in the ATM.  Most errors regarding the deposits come down to not counting the ATM properly, or doing the math for it improperly, so check this first.  If you cant find it in the ATM, look in the VLT’s, floats, petty cash; anywhere that there is actual cash present.

3. To reiterate, you are responsible for the commitment, and accuracy of your cash. We are here for assistance if you have exhausted your resources, but only if you have thoroughly read and understood the contents of this manual, and are unable to trouble shoot yourself.  If our head office team is receiving phone calls from managers with cash issues that can be resolved with logic or using the references aforementioned it will look poorly upon you as manager, as the accountability to commit cash accurately fall on you.
	
	
	CASH CASH CHECK LIST
	
	
	

	
	
	
	
	
	
	
	
	
	

	 
	
	Print "End of Day" Report - VLT
	
	General Tipout
	
	 

	
	
	
	
	
	
	
	
	
	 

	 
	
	Print "Consolidated Report" - Eigen
	
	
	
	
	EOIF
	
	 

	
	
	Manually add up cards and compare to Consol. Report
	
	
	
	 

	 
	
	Reconcile & Deposit Credit Cards
	
	
	
	
	Bar/Server (+/-)
	
	 

	
	
	Press Bl;ue Link on Consolidated report.
	
	
	
	 

	 
	
	Recount Cash from Cash-outs
	
	
	
	
	Repaid Shortages
	
	 

	
	
	Open safe re-check cash outs, till tapes
	
	
	
	 

	 
	
	Count VLT Bags
	
	
	
	
	VLT Commission
	
	 

	
	
	Compare to Retailer sales report
	
	
	
	
	
	 

	 
	
	Rebuild Floats - Day/Night/VLT
	
	
	
	
	VLT Balance
	
	 

	
	
	Count, do till tapes with date and initials
	
	
	
	 

	 
	
	Tip Pools
	
	
	
	
	VLT (+/-)
	
	 

	
	
	Do a till tape, organize
	
	
	
	
	
	
	 

	 
	
	Print Wireless Debit 'End of Day' Reports
	
	
	
	
	ATM Paid Back
	
	 

	
	
	Press Admin F3, end of day, Enter user Number
	
	
	 

	 
	
	Rebuild ATM
	
	
	
	
	ATM Short
	
	 

	
	
	See ATM section for calculator
	
	
	
	
	
	 

	 
	
	Cash Deposit 
	
	
	
	
	ATM Before Cut-off
	
	 

	
	
	Money To CIBC, 
	
	
	
	
	
	 

	 
	
	Over/Shorts - Server/Bar/VLT
	
	
	
	
	ATM After Cut-off
	
	 

	
	
	From Daily deposit sheet
	
	
	
	 

	 
	
	Enter Days Deposit and Move Money
	
	
	
	
	ATM Current Float
	
	 

	
	
	In the Northstar
	
	
	
	 

	 
	
	Adjust Time & Attendance
	
	
	
	
	Undeposited Cash
	
	 

	
	
	On the POSI 
	
	
	
	
	 

	 
	
	Enter Information into Northstar
	
	
	
	
	Undeposited Cash Used
	 

	
	
	Commit Days Sales and Labour Data
	
	
	
	 

	 
	
	Promo Budget Tracking Form
	
	
	
	
	Cheque used
	
	 

	
	
	On the Computer Desktop
	
	
	
	
	 

	 
	
	Make Sure Safe Locked
	
	
	
	
	Cash Deposit (to bank)
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