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STEP 1

Go to RecTrac

STEP 2

Enter your Username
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STEP 3

Enter Password and Select "Sign In"

STEP 4

Select Menu Group

Depending on what you have access to, you may see this screen. Select the appropriate 
group and continue.
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STEP 5

Click on Starting Cash

Enter the starting amount in your cash drawer.

STEP 6

Enter Starting Cash Amount
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STEP 7

Click on Continue

After you continue, you will be logged in and ready to start processing sales!

STEP 8

Click on Logout and End Session

When you are ready to close your batch, select the logout icon.
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STEP 9

Click on Yes

Click yes to close out your batch. 
If you DO NOT want to close your batch, you can select "No" and you will be able to log 
back in and continue later.

STEP 10

Enter cash amounts

Enter the tenders in your drawer, including any starting bank.
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STEP 11

Click on Next after adding all the funds

STEP 12

Click on Post End of Shift

On the second End of Shift page, you will have the opportunity to review all fund amounts.
If you are over/ short it will re7ect on this page.
After you have posted end of shift you are done!
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