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ABOUT THIS DOCUMENT

You can easily change the payment type at 
the Point of Sale, and in the transaction list. 
For example, if the wrong payment type was 
accidentally selected at the Point of Sale, then you 
can change the payment type before ending the 
sale. If a transaction has been processed under 
the incorrect payment type, then you can change 
the payment type in the transaction list. This 
allows you to ensure that your transaction history 
and your end of day balance are correct, which is 
essential for tracking business performance.
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CHANGING THE PAYMENT TYPE AT THE POINT OF 
SALE

1
Click on the incorrect 
payment type that has 
been entered.

2
Change the amount to 
zero. Alternatively, click 
the c button to clear the 
quantity.

3
Click done.
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4
Click on the correct 
payment type.

5
Enter the amount to be 
paid using this payment 
type.

6
Click done and continue 
processing the transaction 
as usual.

4

5

6



Page 3

1
Click on the main menu.

2
Click on the Point of Sale 
icon.

3
Click on the transactions 
icon.

CHANGING THE PAYMENT TYPE IN THE TRANSAC-
TION LIST
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4
Select the relevant 
transaction.

5
Click payment.

6
This will open the payment 
breakdown. Click on the 
payment type that was 
entered.

7
If the payment type was a 
credit card, an additional 
window will appear asking 
you to select the card 
type. Select the card type 
that was entered.
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8
Change the value of the 
incorrect payment type to 
zero.

9
Click done.

10
Click on the correct 
payment type.

11
Enter the value that was 
processed using this 
payment type.

12
Click done.

8

9 10

11

12



Page 6

13
Once the transaction value 
has been assigned to the 
correct payment type, 
click done in the payment 
breakdown window.

14
Click done again to 
proceed.
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