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To end your shift and cash out your drawer, click the log out button in the lower left 
hand corner of the screen.

Click Yes to continue to the Cash Balancing Work Sheet 
screen. 

Click No to log out of RecTrac and keep your drawer 
open. 

Click the X in the upper right to cancel back to RecTrac.

On the Cash Balancing Work Sheet screen, enter in all counted tenders. 

The amounts will auto calculate as well as the Total at the bottom. 

When finished, click Next. 

Cash Balancing Work Sheet
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Tender Balancing

On the Tender Balancing screen, review all tenders. Cash is generally the only tender that is 
manually entered; everything else will auto populate based on sales done during your shift. 
These amounts can’t be changed on this screen. Click  ‘Post End of Shift’ to finish the close out 
procedure. End of Shift paperwork will automatically print out and you will be logged out of 
RecTrac.


