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Detailed Petty Cash Overview 
The Petty Cash Program now has a separate input screen where you can input and 
maintain Petty Cash Receipts Details if you choose to.  The details from this screen in 
turn automatically update the summary system end of day screen (SUMEODS) when 
the “Calculate Today’s Payments” is set to a “Y”. 

Petty Cash Receipt Maintenance - PCSHREC 
The name of the new Petty Cash Program Detail screen is PCSHREC.  You can input 
and maintain your petty cash details using this screen instead of using the summary 
system end of day screen (SUMEODS).   

Audit trail information on the petty cash detail records is available and the 
information gathered includes “entered by employee number”, “updated by 
employee number”, “last date changed” and “last changed time”. 

On the SUMEODS screen, you can see the total of posted petty cash amounts by 
category for that store and date, see Figure 1.  

  
Figure 1 Summary System End of Day Screen – SUMEODS 
 

You can view the details for the petty cash receipts by pressing the F6 key.  See 
Figure 2. 
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Figure 2 Petty Cash Receipt Screen (F6) in Summary System End of Day (SUMEODS) 

To Add, Change, Delete or Display Petty Cash Receipts 
To add, change, delete or display petty cash receipts you will use the PCSHREC 
program.  See Figure 3. 
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Figure 3 Petty Cash Receipt Screen – PCSHREC 
 

DATE The date range you want for the petty cash receipts. 
 
STORE This will default to this stations store number.  If your stores are 

online,  you can enter the store number or blank out this field to 
display all stores petty cash receipts for the specified date range. 

 
TYPE Enter Petty Cash Type or leave this field blank to display all types, or 

enter '0' for a list of petty cash types. 
 
EMPLOYEE # Enter an employee number or leave this field blank to display all 

employees or enter ‘0’ for a list of employees to select from. 
 
To add a petty cash receipt record, press the F6-Add key and add the petty cash 
receipt detail record. 

To change or delete a petty cash receipt record, using your up and down arrow keys, 
highlight the record you want to change or delete and press the associated function 
key. 

All adding, changing and deleting of the petty cash must be done in this area if the 
“Det PCsh” flag in control maintenance (CTRLMNT) is set to a “Y”.  See Figure 4 for 
Control Maintenance indicator.   
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Figure 4 Control Maintenance Detailed Petty Cash indicator – CTRLMNT 
 
NOTE THAT IN THE SUMEODS SCREEN, if the Detailed Petty Cash Indicator in control 
maintenance is set to a Y, then you cannot enter petty cash on the SUMEODS 
screen; you must enter the petty cash receipt details in the Petty Cash Receipt 
Maintenance- PCSHREC program.  

The flags in security maintenance (SECMNT) for the employee also have to be set to 
Y to be able to add, change and/or delete petty cash receipts.  See Figure 5. 

 
Figure 5 Security Maintenance Detailed Petty Cash indicators – SECMNT (Screen #2) 

Petty Cash Detail Report - PCDTLRPT 
To create the Petty Cash Detail Report, press F10 and at the command line prompt 
enter PCDTLRPT.  Enter the printer or filename you want to send the report to and 



Detailed Petty Cash Overview 

Page 7 of 10 7

press ENTER.  Enter through the Separate Locations prompt and leave it as an N.  
The Petty Cash Detail Report screen similar to Figure 6 will appear. 

 
Figure 6 Petty Cash Detail Report Screen - PCDTLRPT 
 
BEGINNING SELECTION DATE & ENDING DATE Enter the beginning date 

and ending date for the report selection you want to produce. 
 
SELECT COMPANYS  Enter a Y to select by companies otherwise leave as N if 

you do not want to select by company.  You can enter up to 10 
companies. 

 
SELECT REGIONS If your stores are online, you can enter a Y to select by regions 

otherwise leave as N if you do not want to select by region.  You can 
enter up to 10 regions. 

 
SELECT DIVISIONS If your stores are online, you can enter a Y to select by 

divisions otherwise leave as N if you do not want to select by division.  
You can enter up to 10 divisions. 

 
SELECT STORES If your stores are online, you can enter a Y to select by stores 

otherwise leave as N if you do not want to select by store.  You can 
enter up to 10 stores. 

 
PRINT TOTALS ONLY Enter a Y to print totals only otherwise leave as N if you 

want to include detail lines too.   
 
PAGE BREAK IN STORE Enter a Y if you want to print store data on separate 

pages, otherwise leave as an N.  
 
PRINT CHANGE/AUDIT INFORMATION Enter a Y if you want to the 

change/audit information on the report, otherwise leave as an N.  
 
Figure 7 shows a resulting petty cash receipt detail report. 
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Figure 7 Petty Cash Detail Report– Resulting Report Example 

Petty Cash Detail Initialization Program – PCDINIT 
To initialize the new audit fields for detailed petty cash for any pre-existing petty 
cash detail records, the Petty Cash Detail Initialization Program (PCDINIT) is run.  
THIS PROGRAM SHOULD ONLY BE RUN ONCE UPON INSTALLATION OF THE 
NEW/MODIFIED DETAILED PETTY CASH PROGRAMS.  Running this program 
more than once can wipe out the new audit trail information now being written to the 
petty cash detail records.  See Figure 8 for an example of this screen. 
 

 
Figure 8 Petty Cash Detail Initialization Program Screen – PCDINIT 
 
Enter the printer number or filename you want to catalog this output to and press 
ENTER.  The program will run.  When it is finished it will return you to a menu.  
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Petty Cash Descriptions Maintenance – PCSHDESC 
To enter the Petty Cash Descriptions, go into the program PCSHDESC.   
See Figure 9. 
 

 
Figure 9 Petty Cash Description Maintenance  – PCSHDESC 
 
You would enter or update your petty cash description information and press the F9 
key when you are done with this first screen.  Enter or update the petty cash 
description information on the second screen and press F9 when you are done.  This 
will return you to a menu.  There are 24 items you can enter petty cash information 
for. 
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