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Logging In and Navigation 
 

Signing in to the RecTrac 3.1 CYMS  
 

The newest version of CYMS is a module within the web-based RecTrac 3.1 platform. Vermont Systems 
recommends using the Chrome or Firefox browser to access RecTrac 3.1. 

 
Username: Your Army email alias* 

 

*The alias is everything before the @army.mil 

Password: password 
 

Please Note: You’re welcome to change your password. You’ll be able to do this by clicking on the User 
Details section of the sidebar menu. 

For this training, please sign in using the Admin Asst user group and CDC site. 

 
 
 

 
 
 
 

When prompted, please leave your starting cash at $0.00 and continue. The PCS Admin user group is configured 
to start a transaction batch when you log in. 
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The RecTrac Menu 
 

Access to all RecTrac 3.1 programs and components is done through the menu on the left side of the screen. To 
open your RecTrac menu, click on the waffle (2) in the upper left. 

 

 
Menu Components 

1 – Home Button: Use this button to take you back 
to the home screen where you can see all of your 
favorites. 

2 – Waffle: Use this button to expand the menu 
and see the menu buttons. 

3 – Menu Search: Type in the name, or partial 
name, of any menu button and it will pop up 
below. 

4 – Menu Buttons: All the components a user has 
access to will show as menu buttons. Click the 
menu button to open the target program. 

5 – Support Button: Access the in-application help 
from here. 

6 – Session Information Button: This button should 
show your own initials. Click on it to see the 
Username, User Group, Site, Drawer Number, and 
Batch you are currently logged into. This is also 
where you change your password. 

7 – New Tab Slider: Turn on the slider before 
clicking a menu button if you already have that 
program open and you want to open a second 
instance. 

For Example: A user can have Household 
Management open, and using this slider, 
open a second tab of Household 
Management so they can work on two 
households at once. 

8 – Logout Button: Click this button to log out. 
When you do, the system will prompt you to close 
your batch. 
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End Of Shift - Clerk 
 

Logging In 
 

When logging into the database as an Admin Assistant, you will be prompted with a Drawer Prompt Screen that 
asks to input starting cash. While in most scenarios this cash amount will remain 0.00, this screen is a good 
indication that a batch is starting. If you do ever put in a starting cash amount, you will have to make sure to re 
input that same amount when you close out. 

 

 
Once you are logged in, you can confirm your batch and drawer details by selecting your intials in the bottom left 
hand corner above the Logout button. 
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From this point on, you will proceed with your daily operations as normal, until you are ready to log out for the 
day. 

 
 

Cashing Out 
 

After you have finished processing transactions for the day and are ready to close out your batch, you will select 
the logout icon in the bottom left hand corner. This will show a prompt asking if you want to close out your 
batch. 

Please Note: You can click “No” if you are just taking a break and plan to log back in and take more transactions. 
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When you are ready to close out your batch, you will select “Yes” to the Information prompt and that will bring 
up the tender balancing screen. In this screen you will click the pencil icon on the left to enter the total amount 
for each tender that you took in. Some tenders are automatically calculated and will already have the amount 
inputted. 

At the bottom of the tender balancing screen, you can input the email address that you would like your End of 
Shift reports to be sent to. 

When Finished, select Post End Of Shift to close out the batch and log out of the application. 
 

 
 

End of Shift Warnings 
 

If the amount that you entered does not exactly match the amount that the system expects, you will see a 
warning that will let you know you are beyond the over/short warning for specific paycodes. If the amount is 
within the tolerance amount, you will be able to Post End of Shift anyways, if the amount is greater than the 
tolerance amount, you will not be able to close out your batch. 
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End of Shift - Manager 
 

Logging In 
 

In order to be able to see “End Of Shift Change”, the main program we will be working out of, you must log in 
with a Manager Account. Once logged in, click on the menu icon and search for End of Shift change and select it, 
this will open the End Of Shift Change screen. 

 

 
 

Batch Change 
 

In the top left hand corner, you will see two tabs, Batch Change and Receipt Reassignment. Click on the Batch 
Change tab if not already there. 

The End of Shift Change screen is used by managers to manage open and closed batches in which they are given 
permission to view. If there are problem batches the manager can research and correct as necessary. Managers 
can join batches to make corrections, reprint the batch reports, print a report consolidating the selected batches 
(often all of today's batches), and assign deposit slip information. At the bottom of the screen, you will see the 
different ways that you can interact with a batch. 
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Join Batch – Select this option to join an open or closed batch. While you are in this batch any transactions or 
corrections that you make will fall under the batch that you joined. You will stay a part of that batch until you 
either select the Leave Batch or Close Batch Option. 

Leave Batch – Leave batch will take you out of a batch that you joined to either process transactions or make 
corrections 

Close Batch – This button will allow you to close or reclose a batch whether you have joined that batch or not. 
When a batch is closed you will be prompted with the cash out screen again. This is often used to make 
corrections to the amount of money that clerks may have entered or forgotten to enter when they close out their 
batch. It is also used after you join a batch and make a sale or correction; you then have the ability to re close 
that batch the correct tender amounts. 

Consolidate Batch – Consolidate batch allows you to combine and reprint multiple batches all on the same end 
of shift report. This is often done for all batches that take place on the same day. To use this, select all the 
batches that you would like to be consolidated in the DataGrid and then click Consolidate Batch. This will not 
actually combine the batches in the DataGrid, just combine the reports. 

Reprint Batch – This option will allow you to reprint the reports for one batch, which is selected in the DataGrid 
 

Assign Deposit Slip – This option will allow you to assign a deposit slip number to the batch, this deposit slip 
number will show on the right hand side of the DataGrid. 

 
 

Receipt Reassignment 
 

Often, individual transactions end up in the wrong user’s batch. This can be fixed using the receipt reassignment 
tool in End of Shift Change. To open this program, click on the Receipt Reassignment tab in the top left hand 
corner. This will bring up a DataGrid of receipts that you can sort and filter by username, date, receipt number, 
drawer number, or batch number. Once you have found the receipt you would like to move, highlight the receipt 
so it turns blue. Then at the bottom of the enter the batch number of the batch you would like to move that 
receipt to and click Assign New Batch Number. This action will move that receipt to the correct batch, you can 
repeat this process multiple times if necessary. 
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