Voucher administration

General information

1. Please clarify with your tax accountant at which VAT rate you should book all the voucher
before you create new articles - 0% or 19% (0% or 8% for Switzerland) are possible options. It is
important to consider that the article for sale and the article for payment have the same VAT
rate.

2. PC CADDIE manages the voucher administration per account category. It is not possible to cash-
in vouchers overlapping these account categories. It means that a voucher that was sold in the
account category SALES can not be cashed-in into the account category GASTRO . If you wish
to offer this service to your members and guests you have the possibility to make a voucher-
payout and hand over the cash to the restaurant.

3. Promotion-Vouchers (vouchers of the value 0) can as well be administered by PC CADDIE.

Create the voucher article

You have the possibility to manage a complete voucher administration with issuing and cashing-in in
PC CADDIE. What you need in a first step is a voucher article.
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Article

— Article
art.-Mo. IN_EIEIEIE48 0100 Account: I E] E]
Mame I‘-.-’u:uucher Add. info I
Group I"v"EILlI:HEF"»-"Ducher LI [C'.} M e gru:-up] [X Delete ] a5 New
Colour chart | 0L Youcher -t New ||© Edt | - &

Save
Size chat  |WOU  Voucher [ New || Edt |

— Prices / Amaounts [x Delete ]

Statuz Inu:urmal LI Init I 1 IF'iEn:e LI

opy -x Mew

Calculation I VAT IEd,EI % [ Mo discount

Colour / Size combination [ F e @{—B‘dﬁe ]

Sales 000 000 [E] Details
Purch I 0.00

Cashin 000 ooo e =
FP[eff.] I .00 2 Ingredients
s [Om
b arge:; 0.00 %
[~ Stack taking
Min. stock I -------- %8 Account
getsock [0
Ordered I 1]

— Purchasze -
Supplier I @ 42 Print
Order Ho.: I Packing detailz I Disc. I 1]

Barcode: I IIndividuaIizatinn I @ E ouit

First thing: you create a new ,,Coulour/Size-combination” with the description ,voucher” and add the
two items ,voucher sales” and ,voucher cash-in“.

Edit chart
Create thiz chart; & O

Abbreviation:  [WOU % Delate
MWame: I"-.-"l:uu-:her
Mew entry: I

Code |nformation

{01 5 ales

0z Cazhn

Edit

This further setting can easily be defined (under ,Coulour/Size-combination“ - New) and adjusted in
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the article.

Mew combination

Fleaze choose the colour/zsize scheme that

ghould apply:
Calaur: Size:
- Sales —
Cazh-n e

© £ ([H

[ Daon't dizplay main name in article name

[ Alphabetically zort colour/zize

Thiz properties zhall be avaible for any subarticle:

[ Accounting [ Id
v Status —s— [ Urut
[ VAT rate [ Individualization

Buttaon name of main article: |

@ 0K

Please note that the two items ,sales” and ,,cash-in“ have to get two different article statuses:

on the one hand the status ,voucher sales”, on the other hand the status ,voucher cash-in“. You

absolutely need to set the check mark on Status.

To issue a voucher

Open the cash register, select the voucher article and choose the position ,sales”. The following

inquiry shows up:
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Voucher Sales pod

Enter the walue of the voucher:

<
2

Murmber: 1 % Cancel
Walue: 200.00
Tesut: 13t line: |"v"l:|uu:her zales
2nd line: |Ha|:||:|_l,l Birthday
For:  from databasze: @

ar manal nane: |

Special name af buyer:;

Additional note:

"Walid until: 1122019
[q% Print test -— ]

Fill-in the fields based on your own needs. Depending on the layout of the voucher you have lodged in
your system, this information will be printed directly. The more information you provide, the easier
will be its handling later on. Should you want to change your voucher layouts constantly, create your
vouchers with Word and enter the voucher number on that document. In case you use pre-printed
vouchers, only register the number and the amount in PC CADDIE. For that option we ask you to talk
to one of our PC CADDIE support assistants. Use the function ,test output” to check if the print is
visually correct.

®  The following is to be considered:

e The voucher number should not be changed as PC CADDIE creates these numbers consecutively
and saves them in a data file.

e To avoid misunderstandings, no amount will be printed on a test output. Close the process by
paying the due amount in the cash register.

To cash-in a voucher

Select the customer and book the corresponding article in the cash register. Still in the cash register,
select now the item ,voucher cash-in“. The following inquiry appears, and here you can select the
appropriate voucher from the list.

® You will get to the proper asset by entering the voucher number (1): To view the full list of all
the vouchers type F7 (2). With F9 (3) you have the possibility to search for voucher text contents.
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Voucher cash-in

Select the voucher:

W OF
For D ate Amount  Cashed-in
i ouchar ST o e

[ Show cazhed in wouchers too ]
EN Find woucher (F3]|

Now enter the amount to subtract:

Voucher cash-in

Choose the nght amount:

Amount; I 200,00 % Cancel

<
2

Text: Woucher sales
Happy Birthday

For:

Erarm:

Mema:

Produced: |24.06.19 W aild: I F.1219
Best: I 200.00

-t

Cazh ir

AmoLint;

101

PC CADDIE always suggests the total amount of the sold article(s). Should the amount due to pay be
less than the total voucher credit, the difference will show as rest credit and can be used another
time. The voucher number will stay the same. Should the amount due to pay surmount the value of
the voucher, the difference has to be cashed-in in the cash register.
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To cancel a voucher

If the daily closing has already been made, you can only cancel the voucher (redeem and
pay out or open it again into the account as a credit, depending on how you need it), or
redeem it for an item that is used to cancel the booking.

Issued vouchers that need to be cancelled can be retrieved to the cash register using Repeat (F4)
and then Reversal (F5) to be cancelled there in case the day-end closing (Z-closing) hasn't been
done yet!

Reverse Entry / Repeat Print

Select the entry you want to reprint & Reprint receipt

Of [everse:

10 280613 11:38 Gesang. Paula 0.00 test B GFIFel
11 Re28 0613 11:39 Interested, Sarah 0.00 test

12 280613 11:33 Beckenbauer, Sybille 0.00 test s[F4)
13 15.07.13 1857  Frohgemuth, Heike 240,00 test

14 150713 1253 Richter, Heike 3000 test Bewverzal [F5]
15 150713 1853 Ringelstein, Eva 12000 test

16 150713 1853 Interested, Sarah 0.00 test Archive [F9)
17 15.07.13 1858 Clooney, Georg a0.00 test =

18 150713 1343 Client 1 20000 test

14 TB0719 1945 Clent 1 0,00 test % Cancel

It is necessary that you use the button Reverse payment method and pay new, as it is the
only way you get the article back to the cash register.
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Invoice

Py oIce ql:l.i g

Tizch 1
1.0 Greenfee Partherclub - Mo 30.00 30.00
1.0 Gutzchein - Youcher cash in -30.00 -30.00
T atal: 0.00

Reverse payment method and pap new ﬁ

Rewverze invoice
% Cancel

Now you can cancel the article definitely by using the button Reversal (F5).

Cash register

Beaqizter [Tester, Timo] Client 1 ?
~ Time | Accounts day Im :
Eusmpeugfjr [¥ Cash register 7 Mew ar || = | Edit | XDelete -80.00
Cliert 1 -B0.00° test 1 Woucher cashein -A0.00 -B0.00=Hest

Already printed

Thiz entry waz already printed and
canhot be altered.

<
2

Y'ou can only reverse this entryl ¥ LCancel

MHurmber of reverzals: 1.0

Reverse multiple articles ]

Client [F4] | - uticle [F1] | & Mo | 1 Special [F7] Revers{Fg)

Edit perz. | Account Card Greenfee(F3] Paying In/Out ﬂ Fay Dut Fepeat Gt

Afterwards, this voucher can be recognized as a cancellation in the voucher list.
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To cash out a voucher

Should it be necessary to cash out the credit of a voucher, you can do so by selecting the customer
and the corresponding voucher in the cash register without selecting an article. Register the amount
that has to be cashed out, it can as well be a partial amount.

Voucher cash-in

Choose the right amount;

Mo 1 AmoLnt; 200.00

Tesxt: Woucher sales
Happy Birthday

For: |

Erarm: |

Mema: ‘

Produced: |24.06.19 W aild: A1.1219
Cazhin: . Best: 200.00

Amnount; il -—-——

# Cancel

<
2

Confirm with Enter. You are now back in the cash register. Now press the button Pay Out:
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Cash register

Beqgister [Tester, Tima] Clignt 1

7
Time | Accounts day |15.D?.13
Customer filker . | , o
[ User [ Cash register " Mew ar || = || Edit || pXQelets -30.00
Client 1 8000 test 1 Woucher cazh-in 2000 -80.00=Hest

Client [F3] | o duticle (F1) | & No [ 1 Special [F7] ReversdF5)

Edit pers. | Account Card Greenfes(FE) Paying In/Out | 8 Pay cut [E_H'Ep'eat Guit

You either can pay out the money with OK to the customer (1) or book it as a credit to his account
using Book into account (2) or transfer the credit to another persons account using Transfer to
another customer (3):
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Payrment

Enter the payment: v 0r B A
Faying perzon = o
Ihahe Happy. Hellen E @ Dizcourt [F7)
Topaw FrEEE -80.00
FPapment method AmoLint

IDaSh Cash payment @ Im

|e Check B |

IDE Credit card @ I

| I |

Static

[& Print receipt ] INDrmaII_I,I o receipt ;I
[ Book into account 1
[& Print provizional receipt ]
[ Transzfer to another customer 3

Should the amount be credited to another client (3) you can select the person here.

Transfer to other customers

To which perzon do pou want to transfer
the amount?

@ OF
-
Perzorn:  [[EE  Interested, Sarah 4—@@

Create promotion vouchers

Voucher that you want to distribute for promotional purpose can be managed with PC CADDIE. These
vouchers are created in the exact same way as described above with the difference that they get an
own product group. You have to record them with ,,ZERO" under Add. info .
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Article

— Article
Art o Ivsern 1200 Account: I E]E]
M ame IF'ru:umu:uti-:unaI wolcher | £dd. info |ZERD |
Group | PROM F'ru:-mu:utiu:un.;l vavcher ﬂ [C'.} M e gru:-up] [X Delete ] ['::} Mew ]
Cal hart | GF1 Greenf - M Edit

olaur char I reenfes | [d} it ]['ﬁ | ] v Soe [
Size chat  |WOU  Voucher [ New || Edt |

— Prices / Amaounts [)( Delete ]
Status I‘»-’u:uuu:her R edemption LI it I 1 I Fiece LI
Calculation 250 vaT:  [190 % [ Nodscount
Colour / Size combination [ F e [ Delete ]
|5 ales 000 000 Bk I—D o [E] Details
Tashin oo oo e : =

FP[eff.] I .00 2 Ingredients
sss [ 000
Marge: 0.00 %

[~ Stack taking

Min. stock I -------- %8 Account
otsock [ 0
Ordered I 1]

— Purchasze -
Supplier I @ 42 Print
Order Ho.: I Packing detailz I Disc. I 1]

Barcode: | Individualization I @ E Qui

¢ Although another voucher-article has been created, the promo vouchers result with the same
range of numbers as the ,normal“ voucher management of an account category.

Promotion voucher issuing

To issue a promo voucher you should fill in the form as follows:
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Voucher Sales

Enter the walue of the voucher:

En

<
2

Mumber: % Cancel
Walue: 0.00
Tesut: 13t line: IF'ru:-mn:utin:un voucher - zales
2ndline:  |OLMA 2013
For:  from databasze: I @

ar manal nane: I

Special name af buyer:;

Additional note:

"Walid until: |3'| Jd2.2019
[% Frint test ]

Vouchers of the amount 0,- should have a reference indicating a promo voucher in the field Text.

HINT: Register the date until the voucher has to be cashed-in.

To cash in a promotion voucher
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Voucher cash-in

Choose the right amount;

Mo 3 AmoLnt; .00

Tesxt: Fromation voucher - sales
QLA 2013

For: |

Erarm: |

Mema: ‘

Produced: |25.06.13 W aild: 1218
Cazh ir . Best: .00

E0.0I

AmoLint;

# Cancel

<
2

The encashing of a Promotion voucher is done in the usual way. In the cash register, select the article
that the customer is to receive. Do not modify the price. Afterwards, choose the voucher from the

voucher list and cash it with the article.

You can recognize the promo vouchers in the day-end closing. Therefore, it makes sense to create an
own product group. This amount can then be booked out, for example in the with the account

~internal expenses”.
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Tagesabschluss 15.07.13

Nummer: 4 (UMSATZ)
15.07.13, 20:02:31 Uhr

£Lahlungen L3 Fewier,
e Baradds .00 9100
ik Kreditiane 400.00 £50.00
Tatal Tagaabeacfangan Lol .00
Warenumsalz € Ared Eredf  Barissse
Algememner Buchungibeareich (19%] 100 24020 Ll 30
Gresnles TG0 000 WAGD A
[1] Ervacheene SoneFeartag 7 6000 24050 L=t 15030
W Erwachaent YWochenlsgs F3 12000 12080
af Oregndee Parinerciub - DiFr 3 ooo (=]
af Gresntes Parnerciub - Mo [ ood [1=]
1

000

. Fr00

[T ] Cutsciein - Veucher cash in -1 310800 020 -109.00
gt Gutachan - Vouchar salee - v 1 20000 0 30
Total Warenamsatz La ] 24004 AR B

Bapchisngen Tiriad Tewter,
Arthpl-Bochynoen 28 -
Aftkopl oo 2 )
Rechreengs-Anrahl 1] 18
Eines-Rechnungen 3 3
Hub-Rgchausgns 0 10
Rechnonga-Saams ] [
Premdndsnnges ] 2

Voucher data sheet

In PC CADDIE, you can find the complete voucher data sheet, showing all the issued and cashed-in
vouchers up to date, including the remaining balance and cancellations under
Accounts/Fees/...print list/List of vouchers

Text

Promotion vouchers can be printed separately by entering the headword ,Promotion” in the line
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Voucher List

Print woucher ligt:

=
v Unuzed vouchers O Edt
[v Bedeemed wouchers
[v Cancelled vouchers
Murnber frarm: 1 k 99939
Sold from: . b 207213
Bedeemed from: . b 2807213
Text: |
Order: | M umber ﬂ
00 © 0 00
N Besmerkung Fis E
1 Gutschen - Voucher sales 20000 150713 15.07.13 109.00 &1.00 #1.00
2 Promotisn woucher - verks 0uoo 150713 15.07.13 £0.00 -£0.00 91.00
3 Promotion voucher - veria 000 1507493 150713 £0.00 -£0.00 §1.00
200,00 100.00 £1.00

Value of the voucher
Date of issue

Cashed-in amount

oUVhswWwNE

Date of encashing and/or partial encashing

Remaining balance of a partial encashed voucher
Total balance that the club is due to cash

+Expired” vouchers have to be booked out manually in the cash register with an offsetting

entry. Please always consider the general legal base for terms of expiration and voucher

administration.

Update the recipient's name

If the name of the voucher recipient is not yet known at the time of purchase (as this voucher was

issued for a tombola or for a tournament), it can be updated later.

Open the list of vouchers, click on edit,

www.pccaddie.com
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Voucher List

Print woucher ligt: 2
¥ Unused wouchers O Edi

[v Bedeemed vouchers

¥ Cancelled vouchers B i

to I I}
to |25. 0E.2019
to |25. 0E.2019

Murnber frarm:

Sold from:

Bedeemed from:

Tent:

Agticle group:
Atikel:

T

Order: I MHurmber ;I

click on the voucher (1) to edit it (2).

Voucher Liste

Ma.  Mote _ For Value lssued Fedeemed Rest

1  Gutschein - Youcher zales 200.00 1R.07.13 18.07.14 00a s

2 Promotion voucher - verka 0.ao 16.07.13 15.07.13 -B0.00

3 Promotion voucher - verka Q.00 150713 15,0713 -60.00

4 Buono Logone - verkaufen 250,00 2201.14 22.01.14 0.00

Gutzchein - Woucher sales 250.00 22014 09.0517 0.00

T OTECHE T P OuCer St —— SO T OOt Z2P0

01 4EGutzchein - Youcher sales 20000 150415 15.04.15 000

1 11 r 010 o L s [ [ e L0

20147Bon Cadeau - Wente 100.00 21.03.16 270516 0.00

201 4EG utzchein - Youcher zales 100.00 270516 270516 0.00

201 45Pramo Woucher - Voucher ¢ 0.a0 270516 27.05.16 -110.00

250G utschein - Youcher sales 20.00 290516 . 20.00

201511 Wochenend Greenfes 20.00 290516 £ 20,00

21 5zGutzchein - Youcher sales 500.00 140616 200317 460,00

2015ZPromo Voucher - Voucher s Q.00 140616 030218 100,00

20154G utzchein - Youcher zales 20.00 281016 17.0317 0.00

2 5EAnniversaire 100.00 2000317 L 20.00

2015ET ournoi d'ourverture 0.a0 2000317 2000317 -80.00
215 wWiszensgutschein 100.00 060417 060417 oo«

Now you can enter the desired name in the field ,for".
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Voucher

MNumber:

Walue:

Article:
Text: Line1:
Line 2

|2EI'I 45
I 20.00

=
Iv-:uu Youcher sales @

W oucher zales

Or name:

For:  From database:

==

Expirez on:
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