@ Job Aid - Closing a Cashiering Office
University of
Northernlowa

Closing a Cashiering Office

Purpose: Usually the cashier's office is closed every day. To close the cashiering office, first
close the registers and the cashiers assigned to them. It is optional whether or not you enter
closing balances for each cashier. The following instructions describe how to close registers,
cashiers, and the cashiering office for the opened business day.

Step Action

1. Navigate to the Close Registers page: Select Main Menu > Student Financials »
Cashiering > Cash Management > Close Offices

Favcuvr'rterMainvMenu > StudentvFinancials i Cashlering » Cash Magagement > Close Offices

Close Cashier Offices

Enter any information you have and click Search. Leave fields blank for a list of all values.

-
Maximum number of rows to return (up to 300} (200

Business Unit. = UNICS| Q
Cashier's Office: pegins with
Description: begins with -

[[| case Sensitive

Search Clear Basic Search Save Search Criteria
2. Click the Search button.
Search

Note: The Business Unit field must = UNICS. Set a default for this field so that
UNICS automatically populates.

Result: The Close Registers tab displays.

| . Close Cashier Close Offices

Business Unit: UNICS

Last Updated: 5/4/2011 Page 1



Job Aid - Closing a Cashiering Office

University of
Hnorthem lowa

Step Action

3. Use the Close Registers tab to select and close your cashiering registers for a

business day.

Close Registers Close Cashier Close Offices

Business Unit: UNICS
Cashier's Office: MAIN Main Cashier Office 103 GIL
Find | View Al 1 ora M Last
Business Date: 02/25/2011
Find | View Al [0 4 or 4 ] ast
Register: A [ close
Find 111074 [
Closing Balance Over/Short Amt
Cash UsD
Check UsD
Credit Card UsD
Wire/ACH UsSD
B save EL Return to Search Motify Previous tab Next tab
Close Registers | Close Cashier | Close Offices
4, Click the View All link to display all the registers. Select the Close check box for each

business day until you close all of the open registers.

W lEEEN G | Close Cashier || Close Offices

register, to close the registers. You cannot close the cashiering office for a given

Business Unit: UNICS
Cashier's Office: TWAIN Main Cashier Office 103 GIL
Business Date: 02/25/2011
Register: A @
b Find M1 40ra M
Closing Balance Over/Short Amt
Cash usD
Check usD
Credit Card uso
Wire/ACH usD

Result: After you select the check box, the system makes it unavailable.
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Step Action
5. Select the Close Cashier tab.
Close Registers |f ) Close Offices
Business Unit: UNICS
Cashier's Office: MAIN Main Cashier Office 103 GIL
Find | View Al 4 4 or 2 [ Last
Business Date: 02/25/2011
Find | View Al 4 1 o1 4 D Last
Cashier: beckerp Close
Find [ 14 01 4
Closing Balance Over/Short Amt
Cash UsD
Check UsD
Credit Card UsD
Wire/ACH UsD
6. Use the Close Cashier tab to close each cashier that was opened for that business

day. Enter the closing balances for: Cash, Check, Credit Card, Wire/ACH.

Note: The dollar amount should match the amount shown for that day for that
tender. If it doesn’t match, you will see the amount you are off in the Over/Short
Amt field.

7. Select the Close check box for each register you wish to close.
[ close

8. Use the View All or Next Row [ button to enter closing balance information for
each register.

9.

Click the Close Offices tab.

Close Registers Close Cashier

Business Unit: UMNICS
Cashier's Office: MAIN Main Cashier Office 103 GIL

Current Business Date:  02/25/2011
Find | View Al 4] 4 or 4 [ Last
Business Date Closed By Close Datetime

022512011
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Step Action
10. Use the Close Offices tab to close the cashiering office for the business day. Click
the Close button.
Close Reqgisters Close Cashier
Business Unit: UNICS
Cashier's Office: TAIN Main Cashier Office 103 GIL
Current Business Date:  02/25/2011 Close
Find | View Al [0 4 ora M Last
Business Date Closed By Close Datetime
02/25/2011
Result: The cashiering office is closed for the current business day. The system
populates the Closed By and Close Datetime fields, recording who closed the
cashiering office and when it was closed.
Note: The following message displays if you attempt to close the cashiering office prior to
closing all registers:
Cannot close Cashier Office before closing all registers. (14810,116)
11. Click the Save button.
& save
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