
 
 
 
 
 
 

How do I open and close a cash 
drawer? 
 
SunLync has a built-in feature to help you count, close, and track cash drawer figures. You may 
already be familiar with the End of Shift Drawer Count pop-up when closing POS. This is 
SunLync checking to see if you want to close out and count the cash drawer. 
 

• Count: Use this if you want to count the cash drawer now, at the computer right now. 
• Drop: Drop off the drawer in a safe place like a locked safe to be counted later or take to 

another computer to count there. 
• Ignore: Keep the drawer open, will close out later. 

 

 
 
Stepping back to the beginning, we must open the drawer. SunLync opens a drawer when 
completing the first transaction on a new drawer. Based on your SunLync settings, this may 



happen in the background automatically. To bring this to the front end, log into the Back Office 
and go to Store Parameters. The Peripherals Settings include controlling how the cash drawer 
works. Set the default starting cash and checkmark “Prompt for starting cash amount when a 
drawer is opened”.  
 
 

 
 
 
 
 

 
 
 
SunLync will only show the Starting Cash Drawer Amount pop-up after completing the first sale. 
Since sometimes there is a gap between putting the cash drawer in and completing the first 
sale. Processing a $0 transaction, like a tan on an employee’s membership, will ensure the 
drawer is ready right away. 
 
Along with closing SunLync POS to count or drop a drawer. You can click on Count/Drop at POS 
to pull up the End of Shift Drawer Count pop-up window. 



 

 
 
 
After selecting Count and the employee doing the count. Enter in the amounts for the payment 
types completed in the drawer. The numbers will default to $0. 
 
For card and check payment. You may have to run a report in SunLync, your payment provider 
portal, or print store copies of receipts to put into the cash drawer to get those counts.  
 
When counting the cash, you can use the built in calculator. To count by denominations instead 
of dollar amounts. 
 
 



 
Next, confirm how much if any cash will be left in the drawer. 
 

 
 
The drawer is now counted and closed. If you use the “Use recommended distribution” setting 
in Store Parameters, you will see a screen like below instead. Which includes recommendations 
on what denominations you should leave in the drawer for the next cashier. 
 



 
 
After counting a drawer, you can Edit Amounts if needed. SunLync will track adjustments and flag the 
drawer as being adjusted and reports. 

 



 
 
 
 



 
 
Included with SunLync are the Drawer Figures and Drawer Figures Summary reports. That allows you to 
easily see the counts and any variances between them. 
 
 



 
 
 
 


