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EFTPOS User Guide
Starting up
Press the Corr (yellow) button and wait for the software to go through its power-on process. A green 'Enter Amount' on the screen indicates the machine is ready to take payments.
Accepting payments
Type in the total payment (eg 25.00 for $25.00) and press OK (green button). If you make a mistake, Corr (yellow) backspaces and Stop (red) cancels the transaction and returns to the ‘Enter Amount’ screen. 
Check you have entered the correct amount!
Contactless: Get the customer to hold their card/phone/etc over the screen until the machine indicates the payment has been processed. If a PIN is required, raise the keyboard guard, present the device to the customer and get them to enter their PIN and press OK.
Chip or swipe card: Raise the keyboard guard and present the device to the customer. Get them to insert or swipe the card and select the account they want to use. Insertion is done with the chip contacts facing UP; swiping with the magnetic strip facing UP. If a PIN is required ask them to enter their PIN and press OK.
Follow the prompts to complete the transaction and get ready for the next one - 
NOTE: Merchant receipts are only printed for amounts over $35. If one prints, tear it off and keep it. 
Ask the customer if they want a receipt. If yes, tear it off and give to the customer.
Cash Out
We do not offer cash out - this option is disabled in our terminal.
Refunds
If a refund is required, follow this procedure:
1. Press the Menu key. 
2. Select Transactions (press 1) and then Refund (2). Enter the refund password (3155).
3. Enter the amount to be refunded.
4. Raise the keyboard guard cover. Ask the customer to swipe or insert their card, select the account and enter their PIN (refunds to credit accounts don’t require a PIN).
5. Press OK. The EFTPOS machine will print a receipt confirming whether the refund was approved or declined. If declined, they may try another card or else negotiate the refund via their bank.
Replacing paper and reprinting receipts
Hold the tabs on the paper cover and pull the cover up. Remove the old roll. Lay a new receipt roll in the printer with the paper feeding from the bottom. Pull out some paper. Close the printer cover (make sure it clicks into place). Tear off any excess paper.
If a receipt gets chopped off, mangled or misprints, press Menu 2 to reprint the last receipt.
Shutting down
Hold down the Stop (red) button for a few seconds until the machine turns off.
Cleaning the EFTPOS machine
The device should be cleaned at cashier shift changeovers and more frequently if used heavily.
A cleaning kit is provided, containing two cloths and a bottle of cleaning solution (75% alcohol and water). Apply some solution to a cloth and gently rub the device, paying particular attention to the keyboard and display.
DO NOT apply spray cleaners, surface disinfectants or cleaning solutions directly on the machine. DO NOT USE strong solvents like acetone or white spirit.
Changing the battery
Make sure the power is turned off (hold down the red Stop button until the screen goes blank). 
Turn the machine over so the screen is face down. Flip the PIN screen UP (so that it covers the keyboard).
Put your thumb on the ridged part of the battery cover, press down and slide toward the bottom until the cover clicks open. Remove the cover.
Lift the battery out by the bottom. Avoid touching the SIM card!
Insert the replacement battery, making sure the metal contacts are touching the metal prongs in the case.
Replace the backing cover and clip it back into place by pushing up.
Turn the machine over and press the yellow Corr button to turn power on. Wait for the power on process to complete: a green 'Enter Amount' on the screen indicates it is ready to take payments.
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