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ABOUT THIS DOCUMENT

An expense refers to an outgoing payment made 
by the business. For example, this could be 
refreshments or magazines purchased for your 
clients. Shortcuts makes it easy for you to manage 
your business expenses by allowing you to simply 
process these expenses at the Point of Sale.

Within Shortcuts, there are two types of 
expenses: petty cash, and other expenses. Petty 
cash refers to an expense where cash is taken 
from the register and change is returned. Other 
expenses are used when simply entering the value 
of the expense paid. Both petty cash and general 
expenses which are paid from the register will be 
deducted from your daily cash banking total.

Processing your expenses at the Point of Sale will 
ensure that your outgoing payments are recorded 
accurately.
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1
Click on the setup menu.

2
Click on the configuration 
icon.

3
Click on the sales setup 
menu.

4
Click on the expenses 
icon.

5
Click new.

6
Enter the name of the 
expense.

7
Click done.

8
Tick this box if the 
expense will be paid 
directly from the cash 
register.

9
Select the appropriate tax 
rate for the expense.

10
Click save.

SETTING UP A NEW EXPENSE
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1
Click on the main menu.

2
Click on the Point of Sale 
icon.

3
Click on the clients icon.

PROCESSING EXPENSES
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4
Select #expense at the 
top of the client list.

5
Click done.
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6
Click on a sale line.

7
Select the type of 
expense.

8
Click add.

9
Enter the price of the 
expense.

10
Click done.

11
Repeat steps 7 - 10 as 
required, then click done.
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12
Click end sale to finish 
processing the expense(s).
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1
Click on the main menu.

2
Click on the Point of Sale 
icon.

3
Click on the no sale 
button.

4
Click take petty cash.

5
Enter the amount being 
taken from the register.

6
Click done.

PROCESSING PETTY CASH
If money needs to be taken from the register and change needs to be returned, then this should be processed as petty cash.

TAKING PETTY CASH
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1
Click on the main menu.

2
Click on the Point of Sale 
icon.

3
Click on the no sale 
button.

4
Click return petty cash.

5
Select the cash out(s) to 
be settled using the grey 
tiles.

6
Click done.

RETURNING PETTY CASH

Once you have finished using the petty cash, you must process it through the Point of Sale and return any change to the register.
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7
Select the type of 
expense.

8
Click add.

9
Enter the price of the 
expense.

10
Click done.

11
Repeat steps 7 - 10 as 
required, then click done.
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12
Click end sale.

A
This window will appear, 
telling you how much 
change needs to be 
returned to the register.

13
Click done.

14
Put the change into the 
cash register, along with 
any receipts.
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