Instructions for use of cash register

Please switch to an account area for the cash register, e.g., SALES.

Now open the cash register with the button Cash register in the PC CADDIE icon bar or via
Accounts/Cash register:

B -5 Oma O

|I{asse aufrufen - rechts klicken: Kassenbuch|

The opened cash register window looks like this:

Kasse - x
GASTRO Anmelden (Carmela) aie
Y
UMSATZ Time Buchungstag 12.02.20
Neu + = /" edit [ Entf. o0 [

|:| Bediener Kasse

kKunde {Fg) = Artikel {F1) = Zahl 1 Speziz F7 Lésch. FS

Pers.Edit Konto
Karte FB Greenfee F3 EinfAuszahlung ausbuchen Wiederholen F4 Ende

Select customer

Enter the search abbreviation of the required customer in the field Customer (F9), the full name or
just a part of the name, then all matching names will be displayed. Another option is the button for
the list function right next to it. If you are working with a Cherry keyboard you can swipe through the
magnetic strip of a DGV-membership card and the customer will be selected immediately.
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If the person does not exist yet, you can Register new person. Or, if you do not want to register this
new person, setup one person you will continue using for these postings, e.g., for renting out golf
cars. Set up a new person like ,,guest” or ,occasional customer” for these situations.

Select article

There are a number of possible options for selecting an article using the field Article:

Entering the search abbreviation of the article

Entering the article's name or a part of the name

Button list function (F2)

e By scanning the article with existing labels and bar codes

After clicking OK the last article will be listed in the cash register. Select the article and you could
adjust the amount be entering the number in the field No. For the quick selection of articles, we
recommend the quick selection mode, see chapter Cash register - quick selection.

When selecting an article with the status ,print bag-tag” the window ,,Book greenfee” will pop up.

Greenfee buchen »

Sonnenschein, Susanne v OK
»» Einzelperson << -
== cnd;warn:menno; Gratis <<

Nummer: 202000003 X Abbruch

Greenfee-Typ: es 0300 Erwachsene Sonn/Feiertags - Verka = we»
Datumm: 12.02.20
Abschlagszeit: EEEN Abschlag-information:

10.Tee: : Abschlag-Information:

nzahl Spieler: 1.00 jeweils einzelne Bagtags drucken

pezial-Preis: (Leer = normaler Preis)

bweichender Spigler:

QOe

Datensatz: = wss
Individuell: Hcp: Club:
ousatztext:
Blatzdaten: = sss

1. If you want to print out four bag-tags for the same person, increase the ,,No. of players” to
,4.00“,
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2. Enter a special price for this customer

3. Adifferent player can be entered here (the bag-tag will be printed with this name).
4. If required you could add additional text to be printed.

5. Also you could add several fields concerning the course data to this bag-tag.

The detailed settings for the bag-tag are configured in the category of the Cash register. Please also
contact our PC CADDIE support in this matter.

Press OK and the article is listed in the cash register.

In the cash register window you can see the customer on the left-hand side and the selected article
on the other side:

Kasse 4

CASTRO Anmelden {Carmela) Sonnenschein, Susan. {--) zast e
I, Y

UMSATE Time Buchungstag 12.02.20 crnd;warn:memo; Gral Loll: 100.00

L .

M — Edit Entf. ey

|:| Bediener Kasze = + 4 ! @ 4 400
I Sonnenschein, Susan. (--) 400 carm 1 Token 4.00 400 carm
Kunde {F&) = Artikel (F1) | = Zahl 1 Speziz F7 Lisch. F5

Pers.Edit Konto -

Karte FE Greenfee F8 EinfAuszahlung == Bezahlen F2 Wiederholen F4 Ende

You can select multiple articles for one single customer one by one.

Press the button Greenfee (F8) to open the Book greenfee window immediately. If you need to
repeat printing a bag-tag, select Repeat and Repeat transaction (F8).

Pay article

Start the payment process by selecting Payment (F12). The payment window looks like this:
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Bezahlen )4

Geben 5ie die Bezahlung ein: W OK

Kunde sosu Sonnenschein, Susanne = ses Rahatt 7
Total: 4. 00 x Abbruch

Betrag o

é"—' Barkasse

=: Kreditkarte

=t Euro Barzahlung

ET:-' Hotel-Transfer-Zahlung

Offen: 0.00
Quittungsdruck FE  Mormalerweise keine Quittung - o
Auf Rechnung ins Konto buchen Fn o
é Zwischenabrechnung drucken Fi2 o
Auf anderen Kunden dbertragen 4 Fi12 o

1. Now you select the payment method by putting the cursor in the according field, the amount
will switch instantly to that position. What kind of payment methods can be selected in this
window, can be defined in another section here: Cash register - method of payment

Set up the printing of receipts according to your needs.

The function Invoice to account will be explained in the next chapter.

Prints a provisional receipt without completing the payment process.

This option provides the possibility to transfer the payment to another person. You will see the
following window:

Uik wnN

Umbuchen auf anderen Kunden 4

Aufwen soll der Betrag umgebucht W OK
werden? -

> Abbruch
Person: = e

Enter the relevant person and the payment will be posted to this person.

Press OK and the payment process is completed. Press Repeat (F4) in the cash register and you can
view all made postings.
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Articles - split payment

If you have the items in the cash register and you want to split the amount, click on the magic wand
in the cash register.

Kasse — )(
GASTRD Anmelden {Carmela) Sonnenschein, Susan. ) Golfclub Sonnenhof \7'\
UMSATZ Time Buchungstag  19.08.20 NOMNEWS Soll- 100.

L .
M — Edit Entf. ==
[ | Bediener Kazse = + 4 ' @ n 40.00 li
I Sonnenschein, Susan. (-) 40,00 carm 1 Jugend Sonn/Feiertags 20... 40.00 A0.00 —3carm
Kunde (F9) = Artikel {F1) = Zahl 1 SPEZELa  cromo FS
Pers.Edit Konto -
Karte FE Greenfee FB Einffuszahlung = Bezahlen FI2 Wiederholen F4 Ende

Then split on current customers
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Funktionsauswahl

¢¢ Kassen-Einstellungen

E Kasse beenden

> abbruch

{Ea Kasse abrechnen F3
S Beleg wiederholen f Rechnungsstorno F<
@ Einzelposition |&schen f stornieren F5
= aktuellen Kunden splitten F&
f’ Belegposition bearbeiten F?
é Greenfee-Druck F8
g Ein- 7 Auszahlung im Kassenbuch Fg
—» Bondruck auslésen F11
ﬁ Berahlung buchen F12

1. Select the clients to which you want to split the article. 2. Select the item you want to move to the

selected customers.
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5plitten 7 Umbuchen 4
Von: Sonnenschein, Susan. (--) Auf:  Tisch: ader: ¢ Kundenwahl F9
Originalkunden merken F3 Kunde: | o = s
A0.00 Buchungszahl teilen durch: 0.00
1 Jugend Sonn/Feiertags 4000  40.00 o
P
{ =
b Alles markieren FE " Fertig Fil g Bezahlen Fi2 3 Abbruch

Then click finish or pay now. When you finish, the items are assigned to the selected customers and
you can book additional items. If you click on pay, the booking is done immediately.

Using the card system

You can also use the PC CADDIE.id Card System with the cash register. With the button Card you can
edit cards, key fobs etc..
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Kasse _ x
GASTRO Anmelden {Carmela) Sonnenschein, Susan. () Gast R
UMSATZ Time Buchungstag 12.02.20 crmd;warn:memao; Gral Soll: 60.00

L] -
M — Edit Entf.
|:| Bediener Kasse = + 4 ! @ : 400 i
I Sonnenschein, Susan. {--) 400 carm 1 Token 4.00 400 carm
Kunde [Fg) = Artikel (F1) | = Zahl 1 Speziz F7 Lasch. F5
Pers.Edit Konto -
Karte FRB reenfee FO Einftuszahlung == Bezahlen F12 Wiederholen F4 Ende

® If you are using the PC CADDIE.id Card System, the option Clubcard will be available with the
payment transaction. This can be used for payment if the customer still has credit left on his card and

wants to use it for the payments:
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-

Bezahlen @
Geben Sie die Bezahlung ein: - 0K
Zahlende Person =
: =
tE-'tE TEStE—'r, T"TI':' l!l Elubkarte [FE]
Zu zahlen: PEERE 118,00 Eiabatt [F7]
Bezahlung Betrag Hotel [F9]
[ Barkazze 119,00 —
kk Kreditk arte =@ [ oo # Abbruch
= EC-Karte = | oo
|cvmaster Mastercard <Cw'> E 0,00
Ruckgeld:0.00
[ Quittungzdruck [F5): ] |Nnrmalerweise keine Quittung ﬂ
[ Auf Bechnung ins Konta buchen ]
[ I der Kazse weiterk assieren ]
[ &uf anderen Funden Libertragen ]

HINT: Card payments can be used across account categories. For the configuration of this setup you
can contact our PC CADDIE Support.

Post outstanding items

Find out more about this topic here: Post outstanding items.

Reverse entry of article

An entry that has not been paid yet and is still listed in the cash register, can be removed by using
the button Delete (F5).

An entry that has been paid can only be retrieved to the cash register with a reversal procedure as
long as no daily balance was performed. To do this, select Repeat (F4). The next window will show all
posted entries. Select the entry you want to reverse and select Reversal (F5). This will open the
following mask:
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Rechnung

0 X

Rechnung Nummer: 8

Hodel, Kilian

1.0 Erwachsene Sonn/Feiertags

Summe:

B0.00 Barkasse

Zahlung stornieren und neu bezahlen
Rechnung stornieren

» ahbruch

80.00

80.00
80.00
80.00

4 F5
F5

Click Reverse payment and pay again and the Payment will be cancelled and the article retrieved

to the cash register for further editing.
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Kasse _ x
GASTRO Anmelden {Carmela) Sonnenschein, Susan. ) zast e
Y
UMSATZ Time Buchungstag 12.02.20 crmd;warn:memao; Gral Saldo: 0.00
L] -
Meu — Edit Entf. ]
|:| Bediener Kasse + 4 @ 80.00
I Sonnenschein, Susan. {--) B0O.O0 carm 1 Erwachsene Sonn/Feiertags - Einldsun... B20.00 B0.00 Etan'n |
kKunde {FZ) = Artikel {F1) = Zahl 1 Spezic F? Stormo FS
Pers.Edit Konto -
Karte FRB Greenfee F3 Einftuszahlung == Bezahlen F12 Wiederholen F4 Ende

Now you can change the Payment method. This might occur when a customer realizes not having
enough cash on hand as needed, but you have already completed the payment transaction by cash
payment. Click Payment (F12) and you can select a different type of payment, e.g., card payment.

If you have to cancel the article completely, click Reversal (F5):

Bearbeiten nicht moaglich p 4

Diese Buchung kann nicht mehr
bearbeitet werden - Sie kinnen diese
jedoch noch anschauen!

With OK, a reversing entry will be made and you can select Pay-out to complete this transaction.
Now the posted entry has been reversed completely. Go to Repeat and you will see that the first
entry is marked with the letters ,rev.” for reversal.
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Beleg stornieren / Druckwiederholung

B X

Bestimmen, Sie, welcher Beleg wiederholt bzw. storniert werden soll:

9 ' il '4.11].1}9

1 11.11.07 15:08 Hodel, Carmela 0.00 test
10 12.02.20 0916  Sonnenschein, Susanne 10.00 carm
11 12.02.20 0946  Sonnenschein, Susanne 80.00 carm
2 19.11.07 12:03  Hodel, Carmela 60.00 test
3 04.12.07 059:05  T1 Laier, Ursula 0.00 test
4 04.12.07 059:06  T1 Laier, Ursula 4000 test
5 1B.06.08  10:50 40.00 test
6 12.0B08  18:52 Direktkunde 79 BO.OD test
7 22.08.08 08:02 Hodel Carmela™ 50.00 test
g8 _SD.D?.DB 0946  Hodel, Kilian 80.00 carm
0816 Hodel, Carmela 40.00 carm

+" Beleg wdhl.
GFwdhl.  F8
Schauen  F4
Stomo F5
Archiv F3
» abbruch

Revers invoice (F5) will cancel an Invoice, but the payment remains and the cash stays in the cash
register. This might occur if, for example, a guest complains about the listed token on his invoice
which he never received and does not want anyway. In this case you will have to make a pay-out from

your cash register.

For example, reverse the article ,token“. Then you select Pay-out and the payment mask will
suggest the according pay-out amount. This is the amount you hand out to the customer.

Reverse entry of article after a daily balance

As soon as a daily balance was performed, all transactions are completed and will no longer be visible
when selecting Repeat. With the option Archive it is possible to retrieve postings to the cash

register.

Rechnung wahlen

Wwiahlen Sie den Kunden oder direkt
die gewunzchte Bechnungsnummer:

F.unde: ||
Rechnung I

=l

pd
@ 3 Abbruch

After entering the customer and the invoice number, which have to found in the account entries in
advance, the following window will open:

www.pccaddie.com
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Rechnung reaktivieren x|

Auf welche Art zoll die Bechnung
Zuriickgeholt werden?

@ Duplikat-Beleg ducken q

[ Rechnung zum Starmieren reaklivieran ]

['@ Artikel zum erneuten Buchen kopigren ]

% Abbruch |

Select Reactivate invoice for reversal and the complete entry will be retrieved and listed in the
cash register. To adjust the entry, select the article an click Reversal.

Kasse _ x
GASTRO Anmelden {Carmela) Sonnenschein, susan. (--) Gast 5
LUIMSATZ Time Buchungstag 12.02.20 crmd;warn:memao; Gral Soll: 100.00

& .
N — Edit Entf. e
|:| Bediener Kasse = + 4 I @ 4 13.20
I Sonnenschein, Susan. {--) 1320 carm 1 Range-Fee 202000005  10.00  10.00 [=earm
1 Token|Aktion 3.20 320 carm

Kunde {F) = Artikel {F1) =  Zahl 1 Speziz F7

Pers.Edit Kanto -
Karte FB Greenfee FH Einffwszahlung == Bezahlen FI2  Wiederholen Fd4 Ende

Another option for reversing entries is using negative numbers. Select the customer once again in the
cash register and enter the greenfee article you want to adjust, then enter the correcting number in
the field No. of players with a negative sign, e.g., ,-1":
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Greenfee buchen

Spezial-Preis:

Abweichender Spieler:

Datensatz:

Individuell:

Zusatrtext:

Platzdaten:

Sonnenschein, Susanne
=» Einzelperson <<
»>» cmd;warn:memo; Gratis <<

Murmmer: 202000003
Greenfee-Typ: es 0300 Erwachsene Sonn/Feierags - Verka = wes
Datum: 12.02.20
Abschlagszeit: 09:48 Abschlag-Information:
10.Tee: Abschlag-Information:
Anzahl Spieler: -1.00) jeweils einzelne Bagtags drucken

{Leer = normaler Preis)

Hcp: Club:

v’ OK

» Abbruch

Confirm your entry with OK.

You can see the entries in the cash register's mask.

www.pccaddie.com
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Kasse _ x
GASTRO Anmelden {Carmela) Sonnenschein, Susan. () Gast R
UMSATZ Time Buchungstag 12.02.20 crmd;warn:memao; Gral Saldo: 0.00

L] -
M — Edit Entf. - i
|:| Bediener Kasse = + 4 I @ 4 60.00
I Sonnenschein, Susan. {--) -60.00 carm -1 Erwachsene Wochentags 2. 60.00 -60.00 Etarm
kKunde {FZ) = Artikel {F1) = Zahl - Spezic F? Stormo FS
Pers.Edit Konto -
Karte FRB Greenfee F3 Einftuszahlung == Auszahlen F12  Wiederholen F4 Ende

To complete the transaction, select Pay-out and the according payment method, or select post to
account to add the amount as credit to the customer's account. You will get the following options:

Achtung: Rackgeld )4

Geben Sie diesen Betrag zuriick:

»» Barkasse <<
== 500 <=

v“" 0K, zurickgegeben

Als Guthaben buchen

» abbruch

Use Post as credit and the amount remains as credit.
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Discount an article

Greenfee articles: After selecting a green fee article you can enter a special price:

Greenfee buchen

Sonnenschein, Susanne W OK
»>» Einzelperson << -
== cnd;warm:menmno; Gratis <<

Abbruch
Nummer: 202000004 x -

Greenfee-Typ: es 0300 Erwachsene Sonn/Feiertags - Verka = we»
Datumm: 12.02.20
Abschlagszeit: 10:02 Abschlag-Information:

10.Tee: : Abschlag-Information:

Anzahl Spieler 1.00 jeweils einzelne Bagtags drucken

Spezial-Preis: | (Leer = normaler Preis)

Abweichender Spieler:

Datensatz: = wes
Individuell: Hcp: Club:

Zusatzrext:

Flatzdaten: = sss

Discount in cash register: After you have selected an article in the cash register you can adjust the

price with the button Special (F7).
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spezial-Buchung |
Geben Sie bitte die genaue Buchung an:  OK
Buchung Information Handnotiz x Abbruch
I}'FIZ r OO0 R,EI'IEE-FEE E (11]
Text: Range-Fee 202000005

Zusatz:

Rabatt: o 0.0 % Anzahl: 1.0

Einzel: o Gesamt:

Qriginal: 10.00

10.00 e

SerNr.: 202000005
Buchenauf  ® Carmela

Kunde: s0=U Sonnenschein, Susanne

Datum: 12.02. 2020 Zeit: 10:05

Kein Bearbeiten maglich!

1. In the discount field you enter the percentage rate, e.g., 10 %, the price will be reduced be 10

%.
2. The individual price can be adjusted.
3. The total can be adjusted.

Press OK and PC CADDIE will ask for the reason of discounting the price:

Preis-Anderung

X

Bitre geben Sie einen Grund fir
die Preis-Anderung an:

Aktion|

4.00-=3.20

v’ OK

» shbruch

This reason will be printed on the receipt. After that the new article will be adjusted in the cash

register.

If a customer is buying several articles and should get a total discount of 10 %, use the button
Discount while processing the payment.
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Bezahlen

eben Sie die Bezahlung ein:
£Zahlende Person

IH
-~
[x

mupa Muzstermanin, Paul @ Rabatt
Zu zahlem: Ferrr 42660 £ Abbuch

Bezahlung
II:uare B arzahlung
fvisa W54,

[mast MASTERCARD [T [ 0.0
fs EC Karte =@ [ om

Fiiickgeld:0.00
[ Quittungsdrack ] INnrmaIerweise keine Quittung LI
[ Aul Bechnung ing Fonta buchen ]
[& Zwischenabrechnung drucken ]
[ &uf anderen Kunden Libertragen ]

Rahatt

laeben Sie bitte den R abatt an:

x|
Rabattierbarer Grundpreiz: I 426,60 3¢ Abbruch
Rabatt/Grundpreiz: IEId % -Aboug I 0.00

R abatt/Effektivpr.: IEIEI % - bAbzug I Q.00

Enter the percentage rate and the payable amount will be calculated. Complete the transaction with
OK.

User balance and daily balance

www.pccaddie.com gedruckt am: 2025/01/28 16:05
18 von 21


https://doku.pccaddie.com/lib/exe/detail.php?id=en%3Akasse%3Akasse%3Aempfangskasse%3Akassenbedienung%3Akassenbedienung&media=de:proshopwarenwirschaft:kassenbedienung:kasse_rabatt5.png
https://doku.pccaddie.com/lib/exe/detail.php?id=en%3Akasse%3Akasse%3Aempfangskasse%3Akassenbedienung%3Akassenbedienung&media=de:proshopwarenwirschaft:kassenbedienung:kasse_bezahlen4.png
https://www.pccaddie.com

Kassen-Abrechnung

kit dieser Funktion wird der K.aszen-
abzchlugz geduckt baw. durchgefiibrt

Mur diezer Bediener:

|_2 Tester ;I
I:Knmplett x|
Bediener-abrechnung ]

T ages-dbechluss ]

&lten Abschiuss ducken ]

&lten Sbzchluss detailliert ]

EC-Cash-Belaztungen kopieren ]

Lizte der Preizanderingen

|

Offene kunden ing Konto buchen ]

User balance
Daily balance
Print older balance

Copy EC-Cash debit files
List of price changes

NouswNE

Display ball card usage in daily balance

Print daily balance with details

Transfer open customers into accounts

To ensure that the usage of ball cards is listed in the daily balance, you will have to set up the

following article.
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Artikel ? _ X
— Artikel
Artikel-Mr. kbez 0000 Fibu-Konto: " - .'
Begeichnung  Karten-Zahlung Kennung
Gruppe ZKS Zahlkartensystem Meu Gruppe Ldsch. + Neu
Farbschema Meu Bearbeiten .
# Andern F11
Grakensch. Meu Bearbeiten
— Preise / Mengen m Lischen FS
Status Versteckt Einheit 1 Stiick
ﬁ Kopie > Neu
Kalkulation Kwst: 160 % kein Rabatt
Farben / GroEenkombination Meu Loschen
EK (netta) 0.00 dEs s B
EK {effektiv) 0.00 & Bestandteile
WK {brutto 0.00 "
ki ) %, Automatik
Marge: 0.00 %
Bestandsflhrung
Mindest-Bestand =~ - &, Konto
Bestand Li]
+ Eingang
Bestellt 0
— Einkauf
Lieferant é Drucken F8
Best.Mr.: Packungs-Einheit Rabatt 0
Barcode: Individualisierung E Bz

As soon as a payment with the ball card was made, the transaction will be recorded in the daily
balance as follows:
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Tagesabschluss 15.08.12

Nummer: 2362

GASTRO
Total 15.08.12, 22:34:17 Uhr
Einnahmen
tkam American Exp. 16.70 16.70 CHF
bar Bar 7763.20 7763.20 CHF
5 Debitoren 87040 87040 CHF
kbez GP-Karten-Be. -58.00 583.80 CHF
Kk Kreditkarte 552 60 552 60 CHF
tkma Maestro CH <. 307 .50 307 50 CHF
tkma Mastercard <. 204 60 204 60 CHF
tkpo Posicard <TK= 15.30 15.30 CHF
thovi VISA <TK= 346.70 346 70 CHF
Total 10019.00 10660.80 CHF

Release the cash register

The daily closing automatically releases the cash register. If this is not the case, you can do it with the

key combination Shift + F12.

Kassenlade freigeben
Welche Kazsenlade mochten Sie freigeben’?
Fazze Lade Bediener- . % Abbruch
1 Tester, Timo

This is only necessary if the cash register is assigned to one person only.

Using the cash book

Access the Cash book via the button Pay-in/-out.
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