BANKING PROCEDURE
Step 1 	Check each End of Day for the past week to make sure that the till was correct each day. If there was money out, check each bag to triple check the error if it wasn’t found. 

Step 2  Run report to find the total weekly takings. To do this (using SAM Software), follow these steps:
· Click MAIN in left hand side bar
· Click REPORTS in left hand side bar
· Change the REPORT CATEGORY to FINANCIAL
· Change the REPORT to BUSINESS SALES REPORT
· Change the DATE RANGE to the Monday to Saturday from the previous week	
· Click CREATE REPORT

Step 3		Print Report

Step 4		Look at the Net Sales Total for the week

Step 5	Total all the EFTPOS settlements from each daily moneybag.  Use the sheet that you printed to add together any calculations that you do. 

Step 6	Count all cash from the moneybags. Tally this on the sheet that is printed. 

Step 7		Add together the EFTPOS total and the Cash total. 

Step 8	Check to see that the amount that is there is correct to what it should be on the Business Sales Report. 

[bookmark: _gjdgxs]Step 9		a) If it is correct proceed to do up the banking ready for deposit 
b) If incorrect you need to find the error before moving on to Step 10 

Step 10 	Fill out the deposit slip from deposit book

Step 11	Fill out the banking bag with the split of denominations filled out correctly on the outside of the bag and all other details. 

Step 12	Drop banking in shoot at <INSERT> Bank
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