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11.04. Cash register

The Cash Register allows you to see and create in and out payments for the customers and patients
in your store. It also shows you the current balance of the cash register and you can use it to manage
cash reconciliation in a store if you are using a physical cash repository of some sort.

Any payments made in the customer receipts module or made on a prescription will also be show
here. Those payments differ to those made in this module in that they are attached to a transaction
(customer invoice or prescription). Any payments made in this module are not attached to any other
transactions.

Viewing the cash register

1. Click the Special tab in the navigator.

2. Click the Cash Register button:
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3. The Cash Register will open:
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» () YWigw cash transaction
Filver By
. _ — - .5 =,
From  26/04/2020 || T 26042021 Transaction fype All transatinn [T L) =
Patient Facility %] 1 Add traraacten Print
Wamber Mame Type Defined Reason Comment Asgunt Confirm date
Current register balance 0 UsD Cars —

By default the window will show all of today's transactions when it opens but you can use the filters at
the top in the Filter by section to see just the payments you want in the table.

The Current register balance shows you the current balance of all the in and out payments in the
datafile - this is the amount of cash you should have in your physical cash repository if you're using
one.

Ror each transaction in the table you can see:

e Who the cash was received from or paid to
Payment type:
o rc is a cash receipt (cash paid to you by a customer or patient)
o ps is a cash payment (cash paid by you to a “supplier”)
Amount received or paid, where a positive number is cash in and a negative number is cash
out
Date of the transaction
e Other details such as reasons and comments

Adding or removing cash

All transactions involving cash movement will be automatically added to the cash register. For
example, receiving payments for prescriptions or making payments of supplier invoices.

You can set permissions to allow users to manually add cash in or take cash out from the cash
register. For example, this may be necessary for depositing cash in the bank.

Permissions for manual cash in/out transactions

https://docs.msupply.org.nz/ Printed on 2026/01/06 22:33



2026/01/06 22:33 3/8

11.04. Cash register

1. Go to Admin > Edit Users > double click user name.

2. In the Permissions (2) tab, check the Create cash transactions box to allow the user to

perform manual cash in/out transactions.

3. Click OK until you return to the navigator screen.

A+ Edit user

User [userl (pass= userl)

General P:mrsslunsPermlssluns 3 Login rights Details

Mames

z Create customer, supplier & manufaciurer
names

LA View customer, supplier & manufacurer
names

£ Edit customer, supplier & manufacturer names

L] Delete names

] Edit name codes

£ Edit name charge code

] Merge names

L7 Edit name categories

L7 Create & edit patient events
(] Add patients

£ Edit patient details

£ &dd and edit insurance policies
£ add / edit name groups

£+ Update master code

Web interlace
(4] Edit web passwords
L] Edit and creste web messages

Repaits

E Manage reports

[ Revert reports to original
[ Views reports

All an Paste

Copy

Invoices

[ Create customer invoices

[ view eustomer involces

[=] Edit customer invoices

[ Create suppiier invoices

[=A view suppiier invoices

[=] Edit supplier invaices

[=] Edit comments on finalised invoices
B Impart supplier invoices

[ Duplicate supplier & customer invoiges
[ Finalise muttiple involces

[ Fimalise customer invoices

IE Finalise supplier invgices

[ Finalise repacks

[=] Fimalise inventory adjustments

[=] Cancel finalised invoices

[ Change transportation dates on
finalited invoice

Efdﬂ: wier Figlds on finalised invoices

m Custamer stock takes: shaw intérmal
analysis columns by default

A Change inweice category en finalised
invgice

Store:

I EA Create cash transactions

Delete

Manual cash in/out transactions

Once permissions are set:
1. Click the Special tab in the navigator.

2. Click the Cash Register button.

General L%

Invoices
£ autharise custamer invoicas

EA Autharise supplier invoices

Builds and bill of materials

[ view cost prices on builds
[ Finalise builds

[+ view bill of materials

[ edit Bin of materials

[ Buitd items

[ Edit build items

Cash transactions

[ Make cash payments

[ receive cash

Eid it payment note field

Transfers
[ Transter goods between stores
[ Finalise stock transfers

Frinting
[ erint duplicate packing slips
[ print duplicats custamer invoices

Cancel

3. Click the Add transaction button. Note: If the user does not have permission to make cash
register transactions, an error message will appear and they will not be able to proceed.
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B View coth tranaaction e |-k E
Filfier by
trom Bogazos [ To Pevezizo £ Tamactoniype  |Alimssscinas d &J EJ
Add transaction Paint
Humbei Pl Tygee Defined Reaisn Commen AMmDunt Confem date SAaiur
I | Skylme Health Centre e Receipt for ivoices) 17 [ 3171072009 n
a Sarandy, Artigay L Begeipt lor swaiceiy 19 300 000 L]
3 Swandi, Artigas " Receipt for irvoicek) 20 00 01102019 n
4 Samnd, Arigas i Rrceiph lor wwaicehd 2 300 018000 L]
§  Sasandi, Artigas e Receipt for invoices) 24 0% 01102019 tn
6 Serandi, Artigas " Receipt flor svnicel) [ 010,2009 n
T fasandi, Adigas i Beonpt for swoiceih M L] 01112008 fn
B Marin, Obie " Receipt for involces) 28 3 (SR ] n
a Rlariin, Cibig i Regeiph lor Fwaicaiiy 30 m 012000 L]
1 Gedd medical supplies ps Payment of invoice(s] 12 204 04102019 n
Cusment register Balance 1501 WPR

4. Add the Name of the person/organisation to which the transaction relates.

& Add cash transaction [o o -]
E£’ Invoice Number 2
Copy ID to Entered by Eser 1 |pass= use|
Cipticard Entry date [04/11/2019
Confirm date |
Name
[Mational Bank | ‘l‘
HNEK
Tramsaction type
Cash out w
Amount %00
Option
Bank deposit .
Description
iveekly bank deposit]
New cash register balance: 1001
HPR

5. Select the Transaction Type from the dropdown list: Cash out (remove) or Cash in (add).

6. Enter the Amount of cash being removed or added.
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'E’ Invoice Number 2
Copy ID to Entered by |user 1 (pass= usel
Lo Entry date [04/11/2019

Confirm date |

NHame

|Maticnal Bank | \l‘

HEBK

Transaction type

Cash out w

Amount 00|

Option

Bank deposit W

Description

iWeekly bank deposit]
New cash register balance: 1001
HPR

7. If you are making a cash out transaction and the Option dropdown list is activated, you must
select a reason for removing cash. You may also add a Description to give further details of the
transaction.

—
i

\ You can set a list of standard Options for the user to select
@ from when removing cash from the register.

E’ Invoice Number 2
Copy ID to Entered by Eser 1 ipass= usei
Zrrsione Entry date pa112008 |

Confirm date |

NHame

[Hational Bank | l‘

NEK

Transaction type

Cash out w

Amount 00|

Option

Bank deposit w

Description

iweekly bank deposit]

New cash register balance: 1001

HPR
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8. Review the New Cash Register Balance, which will be automatically calculated.

4 Add cash transaction E=nBO8 =
=3 Inveice Number [2
Copy ID to Entered by |userl [pass= usei
Clipboard Entry date [04/11/2019
Confirm date
MName
:Hﬂlunal Bank -l-
NBK
Transaction type
Cash out w
Amount | 500
Option
Bank deposit w
Description
lWHHy bank deposit]
Hew cash register balance: 1001
NFR
cance

9. Click OK, then click Save & Close to finalise the transaction. Once finalised, the transaction can no
longer be edited.

Canfirm... x
1

Chcking OK vl fimalise thas transaction, and you won't be
able to edit it further. Would you like to finalise?

soe 2 o ||

10. The new transaction will now appear in your cash register and the Current register balance will
be updated.
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Filer By
fom Putazns [ T Butuzoon [ Tressctonepe | Alinensacions ¥ [E @
| J Add trmnsmdion Print
Humber Mame Tyet Defaned Readon Cammern Ampunt Confem date S
1 Sigliee Health Centre " Reveipt for wwoices) 17 [} 311072008 n
4 hmwndi, Amigas L Rroript for wwoionil 1% e 01AL MR n
| Swandi, Aiigas " Beoeipt for ewoicel) 30 300 aLae im
4 Seswndi, Arigas " Reveipt for ewoicei) 20 300 017102008 "
3 Sepndi, Amigay L] Bepeipt for wwoiceh) M 503 nAaLane n
& Seewndi, Artigas " Reveipt for wwoiceh) [} 0111072008 L]
7 Saandi, Amigai i Beceiph for wwoionh) 2 -] 01/ L]
| Kariin, Cbie " Beueipt for ewoiceh) 28 L] [ K] L]
9 Marin, Obie e Reoeipt for wwoiced) 30 .71 017102009 "
EL
2 Matioeal Bank pi Bani depoat bank deposit 500 041072009 n
Il:u-nm: register Balance 1001 i!ﬂl

Printing a cash transaction report

1. Click the Special tab in the navigator.
2. Click the Cash Register button.

3. Click the Print button.

Filler by
From faoamors |G Te fevemnm B T hpe |ABE =l @ @
| add transadion Print
Husmber Frares Type Drefened Beason Commerd Amount Confem date SRaturt
1 Siyhme Health Centre n Receipt for ewoiosi) 17 ] 10 L]
3 Seiehd AMigas i Ritmpt las Fwaicktiy 19 300 01102008 L
3 Swrendi, ariigas n Receipt for swoicelh 20 oo [ K} B ik ) ™
4 Sweendi, Afigas 1] Reoeipt fof wreoioehh 2L ELd 017132008 n
5 Sarand, Artigay n Becmpt for ewoiceiy M §0% 0117808 n
& Sarendi, Artigas " Receipt for @woicshh L) 0171072009 ™
T heswndi, Attigas L] Reoaipt lor wwoiceiy 26 L e K R ] L]
B Mlariiny, Cibie n Receipt 1or ewoicel) 25 ] oL ™
L] Bhainm, O " Receipt 1o¢ wwoiceh) 30 o [ MR Wy 5] o
1 Gandd medical Tapphes -] Payment of voeceis) 12 = T b B k] n
Current regisher bulance: 1501 wee
el [ o0 ]

4. An Excel spreadsheet will open containing the same information as the cash register window. You
can now save and/or print the spreadsheet from Excel.
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Cash transactions

Store: Gieraril Wanahouis

Irvirece Hosmber ] Name [ mpe [ Optien | Arteuet [ s | Conlirm date ] Comment
1 Skyine Hegith Cerérm oo 0 in 31710119 Becept for irvosoe(s) §T
T Sarand, Ariigas 4 300 fn L1719 Receipl for irvosce{s) 19
§ Sarand, Artigas " B0 in 1131719 Recwpt for irvosce(i) 30
d Sprand, Arfigas T 3 in LIL/19 Beceiph for irvosoe]s) 21
5 Serand, Artiges 3 506 In 1731719 Eeceipt for irvasoni]) 24
§ Sarand, Artigss " 0 in /11418 Becept for irvoion(y)
T Sarand, Artigas ¥ oin LILES Recepl o irvosoe(s) 26
B Mariin, Obis i @ fn 1131718 Recwpt for irvosce(i) 38
o Marlin, Diie " 251 In L/11719 Eeceipt for irnosce{s) 30
1 Gold rradical duppley o 204 in A110 Recept Tor irvosoa{a) 12

il figgistes balanos: pLi
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