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How To Enter Cash Reports

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

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

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

6 Click "Create Request"



4

7 Click the "Request Type" field.

8 Type "pos enter"
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9 POS Daily Entry will appear. Click "OK"

10 Click in POS Entry Date and enter sale date here. You may use the calendar to
select the date.
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11 Double-click this icon to load the calendar.

12 Enter Cost Center (unit number) - Cost Centers begin with CC0+the 4 digit unit
number
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13 Type "CC01931 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.

16 In this example, for 23000, type "65.10"
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17 Use Control F to find the next GL Code (40000) and enter that amount

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

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

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

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

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.
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27 Type in the missing amount- in this example ".20"

28 Once the error is corrected, click submit.
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29 To view the entry Click the "Search" field.

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



15

31 You will see this. Click "OK"

32 You may filter any column by clicking the column description. For example Click
"Unit"
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33 Click the "Value" field.

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

36 Then filter Request Initiator.
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37 Click the "Value" field. A listing of names will be displayed.

38 Click the box by your name. You may also search your name by clicking in the
search box.
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39 Click "Filter"

40 Your cash report numbers will be displayed. Click the link to view the attachment
"1931_010523.pdf"
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41 Click this icon to exit out.


