How To Enter Cash Reports

1 Navigate to
https://wd5-impl.workday.com/wday/authgwy/guestservices3/login.htmid

2 Click the "Security Code" field. From the Authenticator App on your phone Enter
the Security Code

Enter the &-digit security code found in your
authenticator app.

Security Code
|

Use a Backup Code



https://scribehow.com
https://wd5-impl.workday.com/wday/authgwy/guestservices3/login.htmld
Training Department
Cross-Out


3  Click "Submit"
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Enter the &-digit security code found in your
authenticator app.

Security Code

226687

L O

4  Click the "Search" field.
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5 Type "create request enter"

6  Click "Create Request"

set Started

ng Your Action

create request

Craate Reqguest
Task

Craate Supplier Raquast
Task

Craata Supplier Invoice Raquest
Task

YIEW MORE

It's Tues

Impo

Yt



7

8

Click the "Request Type" field.

Type "pos enter"

Create Request

Request Type #
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9  POS Daily Entry will appear. Click "OK"

% PODS Daily Entry oo

10 Click in POS Entry Date and enter sale date here. You may use the calendar to
select the date.
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Template to record daily POS antry

POS Entry Date
{Required)

MM/DDJ/YYYY [

Unit
{Required)
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Double-click this icon to load the calendar.
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Template to record daily POS antry

POS Entry Date
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MM/DDJ/YYYY [
MON
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Enter Cost Center (unit number) - Cost Centers begin with CCO+the 4 digit unit

number
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13  Type "CC0O1931 tab"

14 Press ctrl + f to begin entering the sales numbers from the excel version of
the cash report. Continue in this manner until all amounts have been
entered.

@ Tip! Use Control F (find) to find and enter the GL codes

15  Ex. Type 23000 in the Control F box. It will take you here.

Daily Hotel Contral {11607)

Sales Tax Payable (23000)

Transient Lodging Tax (23002}

16 In this example, for 23000, type "65.10"



17 Use Control F to find the next GL Code (40000) and enter that amount

Gift Cards (27022)

Food & Beverage (H0000)

Food & Beverage - Mo Fee (40001)

Food & Beverage - Montaxabla (40002)

18 In this example, for 40000, type "943.46"
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For settlements - the settlements are bolded and highlighted in orange. For Cash
settlement - type Control F - type CIT then enter cash settlement amount.

Freedom Pay Kiosk Collection (99064)

cIT

Yisa/MC

Scroll to the next settlements until all settlement amounts are entered.

cIT

Yisa/MC

American Express

Discover



21 At the bottom Click "Select files" to upload the cash report packet (please refer to
Accounting Policy 203 for a detailed listing of required documents). This is
required, you will be unable to submit the report without this attachment. It needs
to be in .pdf form. Please use this naming convention: four digit unit number_sale
date (mmddyy) ex. 1931_010523

enter your comment

achments

Drop files here

ar

Select files

w ( Save for Later ) < Cancel )

The attachment will be listed next to the orange .pdf with the check mark of a
22 o D n
successful upload. Click "Submit

enter your comment

Attachments

1931_010523 pdf
 Successfully Uploaded!

Description ‘ |

< Save for Later ) ( Cancel )
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23 If there is an error, there will be a notification and it must be corrected before
submission. Click "View All" Make sure to do this promptly otherwise the report
will sit in the "my tasks" awaiting action from you and it will not be posted.

vent saved. Awaiting submission
Ip Next: Myrna Mullins | Revise Request

fiew Details

CD Errors: 1 Yiewall ~

lesday, May 7, 2024

1.- POS Entry is not Balanced {Request Event)

Impertant Dates
You have no important dates coming up.

rrna Mulling
Goto Team Calendar

24  The notification will describe the issue - POS Entry is not Balanced (Request Event)"

Event saved. Awaiting submission
Up Next: Myrna Mullins | Revise Request

View Details
"~
Revise =
(=) S
Errors: 1 YViewall ~
- ® lesday, |
1.- POS Entry is not Balanced {Request Event}

wr Action Important
You haw

equest Process : POS Daily Entry : Myrna Mullins
Gots TeamC

y Tasks -4 secondis) ago

aquest Process : POS Daily Entry : Myrna Mullins

v Tasks - 1 month(s) ago
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25 Click "Revise"

Q create request

Event saved. Awaiting submission
Up Next: Myrna Mullins | Revise Requast

View Datails

Revise

@ Errors: 1

1.- POS Entry is not Balanced {Request Event)

Nelcome

Awaiting Your Action

= Request Process : POS Daily Entry : Myrna Mullins

Viewall ~

26 Determine the error and correct. In this example, one amount was excluded so
the report did not balance. It could also be that an amount was typed in wrong.

Ragular Fay (BUB0O)

7913

Litilities - Electricity {70001}

Cash (Over} & Short - Cashier (70200)

h ( Save for Later ) ( Cancel )
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27 Type in the missing amount- in this example ".20"

28 Once the erroris corrected, click submit.

Hegular Fay (BUUDE)

7913

Utilities - Electricity (70001)

Cash (Over) 8 Short - Cashier (70200)

.20

h ( Save for Later ) ( Cancel )

13



29 To view the entry Click the "Search" field.

Q Ssearch

Get Started It's Fri

ting Your Action Imf

30 Type POS Request Output - select "POS Request Output"

Q search

Recent Searches Claar

) POS Reguest Output
) Find Journals - POS

) process

) Process Monitos

) findjourn

's Get Started

I'm looking for...
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31 You will see this. Click "OK"

MM/DD/YYYY [ || —i--i-- AM

32 You may filter any column by clicking the column description. For example Click
llUnitll

Ervices3

B GUEST
g SLRVICES

st Output - %

Request

est Initiator Initiation Date PS8 Entry Date Unit

a Mulling 1272872023 121772023 colE3ad
12:.05:33.423
FId

Q Ppos Request Output

Questionnaire Answers

CQuestion

Beer (40003)

CIT

Comrmission On Credit Card
Sales (F0230)

Customner Count (33002)

Statistic
Account

Mo

Mo

Yeg

AmoL

A4t

538.

120.

15



33

Click the "Value" field.

1202372023 121772023
12:08:33.423
M

T Sort Ascending

J Sort Descending

Filter Condition #

[E] v
Value #
[search =
Food & Beverage (40000) Ma
Fuel (42011) Mo
Ganeral Merchandize Mo

1486 |
|

538.47

120.85

220

-283.745

-1434

-229.69

-791.94

-1221.92

34 A listing of the cost centers (unit numbers) will be displayed. Click the box of the
cost center you need.

=t Initiator

kulling

Request
Initiztion Date

1202372023
12:08:33.423
M

POS Entry Date u

121772023

Ccoiloto

CCoi3en

Cccot4zo

CColoén

[He I

Coo19n4

cocoraza

GCo1931

ccoz2oo1

108N O 0000d

Crnsnaa

Saarch

Food & Beverage (40000)

2 Answers
Statistic
Account

Amour

-148.

538.4

1208

22

-283.7

143

-229.6



35 Click "Filter"

M DU LS uny

& o 53847
Filter Condition #
is b ‘ 12085
Walue # 290
X CC01931 = ‘

-283.74
-1435
Food & Beverage (40000) Ma -229.69
Fual (42011) Mo -731.54
General Merchandise Mo -1221.93

{42000)
Hatel AR Clearing (11007) Ma 28378

36 Then filter Request Initiator.

Implementatian - guestservices3

_ ¥ GuesT
= MENU % SERVICES

POS Request Output == 5l

76 of 2441 iterns

Request
Request | RequestInitiator Initiation Date PS8 Entry Date
Q Chrigtina Souligak 0470872024 03Mar2024
111306138
AM

Q Pos Request

Unit Guestion
CCo1931 Arnerican Express
Beer (40003)

Cash (Over) & Shaort - Cashier
(70200)

cIT

Ou

Guestionnaire An

Stal
Acc

Mo

Mo
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1\ Sort Ascending

\L Sort Descending

Filter Condition #

is

Value #

Bearch

38

POS Request Output

76 of 2441 iterns

Request Re

D =Blanks=

D Brian Bowden
D Christina Soulisak
D yrna Mulling
D Paulette Lassiter
D Rhonda Wilson

[ ] shelly Meese

I:‘ Yania Minova

Saarch

M45/2024

POS Entry Date

4572024

CCo1ex

Unit

CCo19x1

Click the "Value" field. A listing of names will be displayed.

Arnerican Express

Beer (40003)

Cash (Over) & Shart - Cashier
(70200)

CIT

Discover

Food & Bewverage - Montaxable
{40002)

Food & Beverage (40000}

lca Cream (40027)

Regular Pay (60000}

Click the box by your name. You may also search your name by clicking in the
search box.

Mo

Mo

Mo

Mo

Mo

Questionnaire An

(uestion

Arnerican Express

Beer (40003)

Cash (Crver) & Shart - Cashier
(70200)

CIT

Digcowar

Food & Beweraoe - Montaxable

Stad
Acc

Mo

Mo

Mo

Mo
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39 Click "Filter"

4 Sort Descending

) a5 Beer (40003 I
Filter Condition # rl ) "
i e ‘ Cash (Over) & Shaort - Cashier Ma
[FO200)
Yaluer(y oI Na
‘ » Myma Mulling = ‘
Discover o
l,_—-““.
( Filter )
b v Food & Beverage - Montaxable Mo
(40002)
Food & Baverage (40000) Ma
lce Cream (40027) Ma
Fegular Pay (60000) Ma
Sales Tax Payable (23000) Mo

40 Your cash report numbers will be displayed. Click the link to view the attachment
"1931_010523.pdf"

= wen g LETA Q POSRequest Output ® CP é a
POS Request Output - %t EINT
| of 2441 mar A= BE
[y A8 Ficusst v Alschvents z
Request Statistic
Request  Request Initator nitistion Oste  POS Entry Date Uit Question Account Amourt  Anachmants Content Type FileNama Bosatid Image Dats
a Myma Mulling 05/10/2024 0170572023 CCo1931 Amarican Exprass No nm 193101 # application/pdf 1931010523 paf

083004438 T

W
Beer (40003) No -2
Cagh (Ovar) & Shor- Cashoar Ne 02
(70200}
or N 815
Food 4 Bevrage- Nontazsble | No s
(40002)
Food 3§ Bavarage (40000) No 24346
Ize Cream (40027) No 185
Regular ey (80000) No 2819
Solo Tox Payoble(3000) | Mo o510
isaig No w202

Wine (40004) Ne 16



41

Click this icon to exit out.

GUEST
SERVICES.

20



