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Cash Payments
1

Scan the items

2

Add the total 
amount on the till

3

Tell the customer 
the amount

4

Take and count the 
cash from the 
customer

5

Input the amount given to 
you into the till, it should 
then tell you how much 
change to give back

6

Count out the change 
from the till and give 
to the customer

Step by Step Process 

• Scan the product into the till with the scanner provided
• Check the correct product has shown up on the till screen
• Continue scanning items if there are more than one
• Complete the sale on the till by clicking pay or total
• Select the payment type as cash
• Tell the customer how much is needed to pay
• Add the amount of money the customer has given you
• Input the total amount given to you into the till
• The till should tell you how much to give back, remember 

the till is like a big calculator
• Count out the change, this is called making change Link, 

link, video link 
• Give the change to the customer along with their receipt 
• Carefully close the till drawer and ensure it is closed

https://www.wikihow.com/Give-Back-Correct-Change
https://www.wikihow.com/Count-Out-Change
https://www.google.com/search?q=how+to+work+out+what+cash+change+is+needed&rlz=1C1CHBD_enGB922GB922&source=lnms&tbm=vid&sa=X&ved=2ahUKEwinnOu0ufH8AhUEkFwKHeiqDEkQ_AUoAnoECAEQBA&biw=1522&bih=754&dpr=1.25#fpstate=ive&vld=cid:138954e9,vid:ZjDHOvEepQA

