To run day end report, use the following screen to navigate to the report area.

Select CASHIER TRANSACTION REPORT.
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Click on the “ADD A NEW VALUE” link under search

The first time you run — you will need to put in a run control. The second time, you can
click on search to find the one you had set up.

Type in your initials and cashreport (amcashreport). This needs to be all one word.

Click ADD.
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To get your report to run, you need to fill in all pieces of the information requested.
Business unit = CNANL

Cashier office = whatever office you are reporting on

Business Date = day you want transactions for

Register = register number you are associated with

Click on Run. When you do this, the following screen will appear.

Server = PSNT from drop down

Make sure that you click the box next to the report (see check mark).



Type = web
Format = PDF

Click OK. This will bring you back to previous screen where you set your date and
office (run control screen).
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Once you are back to your run control screen, click on the PROCESS MONITOR link
next to the yellow RUN button.

By doing so, you will come to the following screen.
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Click on the yellow refresh button until your run status is success.
Click on the DETAILS link.

This will open up another screen as show below. Click on View Log/Trace.
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When you get to this point, click on the CA_RPT31.#####.PDF link (see screen shot
below). Adobe acrobat will open and you can send your report to the printer.
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