Closing Procedures
Steps to end accounting day or shift 

(if desired shifts can be separated using same procedures)
Server Banking
1. After last order has been tendered for day, closing Manager signs in and selects [image: image1.png]
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2. Select 01 ORDERS Now open , it should be blank like below. If not have server close order. If order was opened and not used (blank) manager can open and cancel to close the order in system. All orders must be closed in order for the servers to sign off shift. (If for some reason an order needs to be carried over to the next shift the manager will need to create a transfer and then accept the transfer to shift the accountability for that sale to the manager so the server will be able to sign off.)
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3. After all orders are closed or accounted for, go back to reports and select 02 EMPLOYES On Shift. Only the manager should be in the list (maybe cooks or dishwashers can also still be on). All servers must be signed out. Any employee that forgot to sign off must be corrected using manager edits and sign them off for correct time.
4. Collect the Server cash due accountability report (04 report) and the cash due from each server that was on shift. Then print 06 SERVER STMT for each and match to make sure cash due is correct.
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5. Add the cash due from all server accountability reports (if managers made sales or accepted transfers they will need to print their accountability report as well – can be done from manager edits without clocking off). Then print 05 FACILITY STMT and match cash collected with cash on report. Cash deposit can be readied for bank deposit.
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05 Performance STATEMENT by  FACILITY
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6. Secure cash and reports for bookkeeper and the manager can now clock off. Following these simple steps will prevent problems with carry-overs or missing funds because transfers in accountability that were not done correctly. 

