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1. Close out Credit Card Machine,   Hit the “More” button:  then  hit Settlement

2. Print out Daily Sales Report from the BEAST.

3. Balance each Lot Attendant’s monies to their close out report.    If a Lot Attendant needs change, make sure this is done before totaling the monies.

4. Add all the Lot Attendant’s close out reports together by categories of cash, credit card and checks.    
Add cash and checks together for deposit amount.   
Then add the credit card total to the deposit amount to give you your total sales for the day.   These amounts will balance to your Daily Sales Report. 

On Mondays follow the above steps for each individual day.     When you are all balanced, add all the days together by cash and check for your total deposit and then add the credit cards to the deposit total for your total sales.

5. Count cash and change and balance to amounts on Daily Sales Report.

6. When all monies balance, fill out a deposit slip.  The cash, change and checks along with the deposit slip are to be put in a tamper proof deposit bag.   An Officer or Sergeant from HQ will pick up the deposit by 11:00am that day.

7. From your Daily Sales Report, enter all data on the APND Daily Redemption Report (Attachment A).    You will need to review each individual file POS screen to break down the amount by towing, storage and DMV/Letters.

If the redemption is an Evidence vehicle with no fees (you will see a credit amount in the no charge column,   type EVIDENCE 10-000000(CR number) next to the total amount.     From the BEAST file copy the tow slip and paste into a Word document.   

If the redemption is a Fee Waiver, copy and paste the fee waiver approval in a word document.




If the redemption is Tax Exempt, then type Tax Exempt 95-1111111 (Tax Exempt Number) next to the total amount and type 0 in the Tax Column.  


When complete, Totals on report should match totals on your calculator tape.  The  Daily Redemption Report along with any Evidence tow slips and Fee Waiver Approvals are to be emailed to the  TSS Commanding Officer and Manager of Police Property.

A MUNIS payment entry will need to be made for the Credit Card Settlement total that day.

When the deposit verification is received from the Bank for the cash and checks, a MUNIS payment entry will also need to be made.




















