
TILL CASH UP

USER GUIDE



DETERMINE CURRENT TILL CONTENT

1. Click on REPORTING.

2. Click on CURRENT TILL CONTENT.

3. Select RECEIPT BOOK.

4. Click on NEXT.

➢ CURRENT TILL CONTENT REPORT shows summary 
and transaction detail for all CASH & CHEQUE 
transactions since last cash up.
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VERIFY THAT CURRENT TILL CONTENT REPORT MATCHES AMOUNT IN TILL

1. Verify the amount on the report matches the 
actual amount in the till.

➢ If the money matches you may proceed with the 
cash up.
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INITIATE CASH UP

1. Click on TRANSACT.

2. Click on DEPOSIT CASH/CHEQUE.

3. Select RECEIPT BOOK.

4. Click on PROCESS DEPOSIT.

By completing cash up – Nexion will change status of 
transactions from PENDING to PAID and change the 
bank statement date to the date of the cash up.

To see or re-print past cash ups see DEPOSIT HISTORY
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COMPLETE CASH UP

1. Click on OK to generate the report.

➢ CASH DEPOSIT REPORT shows summary and 
transaction detail for all CASH & CHEQUE included in 
cash up.

➢ Note report will show date of last cash up and 
amount of last cash up for control purposes.

➢ Person receiving cash or handling cash up to sign 
report

➢ File completed report
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REMOVE CASH FROM TILL AND FOLLOW INSTRUCTIONS BELOW DEPENDING ON YOU 
INTERNAL CASH HANDLING POLICIES

A) Depositing cash into bank account

- Print cash deposit report
- User handling cash signs deposit report 
- Deposit cash in the bank
- Attach the bank deposit slip to report and file

B) Dropping cash in safe

- Print cash deposit report
- Seal cash in envelope, attach report and drop cash

and report in safe
- User handling cash signs deposit report
- At time of bank deposit Senior staff to collect 

from safe, adds up reports to and proceeds 
Deposit cash in the bank

- Attach bank deposit slip to reports

C) Giving cash to Doctor/Practice Manager

- Print cash deposit report
- Doctor/Practice Manager signs report
- Hand cash over
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