
 

 

Reporting on Point of Sale 

What is a Point of Sale Session? 

 
In Point-of-Sale, a Session is simply a period of time during which you make sales and receive 

payment.  If these sessions are broken down into meaningful periods of time, your business 

reporting is clearer and easier.  Sessions are typically defined as daily, but they can be as short or 

long as you like e.g. whenever there is a change-over of staff. 

Sessions are delineated from one another by performing a Z-Out and 'closing the session'.  This is 

where you nominate a particular time as being the end of one Session and the start of the next one.  

At this point, you would then count and tally up the sales and money received during that session.  

This process is called closing the session. 

 

Control Panel Setting for X and Z out 

From the Application Menu, select Control Panel – ClientConnect Options.  Scroll down and select 

the option for Instalments / Billing.  On this screen, there is a check box “Include Direct Debit 

payments in Point-of-Sale X-Out and X-Out Reads”. 

 

 



 

 

When this box is checked, any payments processed as being received as part of the Direct Debit 

processing will be included in your Point-of-Sale X-Out and Z-Out Read reports.  Having this option 

turned on is generally recommended if you receive your Direct Debit payments directly from your 

clients and not from a billing service. 

 

Read X – Out 

The Read X-Out is a 'read-only' version of the Z-Out.  It displays the same information as the Z-Out in 

the form of receipts from sales broken down by payment method and is a handy tool for ‘tidying up’ 

before you perform the actual Z-out and close the session.  (Once the session has been closed off, 

you cannot go back and make any amendments). 

Note that the X-Out does not let you enter in any session totals- it is provided purely for reporting 

purposes.  It may be useful to print out any relevant reports here. 
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Read Z – Out 

The Z-Out displays all receipts received since the last time a Point-of-Sale Session was closed.  These 

receipts are broken down by payment type, giving you the opportunity to confirm that what you 

have received and is in your cash drawer balances with what ClientConnect has recorded as being 

received. 

 

Step 1 

To close a session, you first count the totals that have actually been received and enter these totals 

under the appropriate payment method, as shown below: 

 

 

 

 

mk:@MSITStore:C:/Program%20Files/ClientConnect/Clntcnct.chm::/hm_pos_reporting.htm#pos_session


 

 

Step 2 

ClientConnect displays the Expected $ amount (calculated by totalling what has been recorded as 

being sold during this session), and provides a field for you to record the Actual $ amount (which is 

what you physically counted as being received in your cash drawer). 

If there are any discrepancies between what was recorded as being received and what you counted, 

this will be displayed as an Under or Over amount: 
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TIP: Once you have performed your necessary checks and balances, and entered the totals, PRINT 

any reports that you wish to file on this Z-out as the Z process is irreversible. 

Step 3 

You can then close the session off by clicking Save & Close on the toolbar.  Once you have closed the 

session, you cannot make any further amendments. 

You will be prompted to confirm this process if your session is over or under.  Obviously, if your Z-

outs are consistently not balancing, you would need to perform some further investigations 

regarding your POS procedures.  



 

 

 

 

 

ClientConnect will then record these details under the Session History, and a new session starts 

(which means the values for each payment method are re-set back to zero- $0.00). 

 

Show Sales 

Show Sales provides a detailed listing of transactions made in ClientConnect over a given period of 

time. 

The details displayed include the type of transaction, when it occurred, what it was for, the amount, 

etc. 
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Changing the Displayed Transactions 

You can change the transactions that are viewed on this screen by selecting the relevant option at 

the top of the screen.  Views available are ‘All Transactions’, ‘Payments and Refunds’ and ‘Invoices’.   

Changing the Displayed Time Period 

You can view the Sales for ‘Today’ (ie. Starting from today’s business day), ‘Current Session’, which 

will display the sales since you last closed a session, or ‘ Select Date Range’, which enables you to 

choose the relevant date range. 

Changing any of these fields will automatically refresh the data displayed in the report. 

Sessions History 

The Sessions History screen displays the list of all recorded Point-of-Sale Sessions that have been 

performed. 

This is a convenient way of retroactively viewing and printing past sessions. 

Not only are each session's totals records (such as Total Takings and Discrepancy - the amount you 

were under/over), but the summary information on the payment methods and their respective 

amounts are also displayed. 

To view the details of payment methods and their amounts, simply select the session required in the 

Sessions History List, and the relevant details will automatically appear on the right-hand side of the 

screen, as shown below: 

 


