Cash Register Cheat Sheet

To buy an item you will use either a PLU or a Department with a price. 

PLU item:

Press quantity of item

Press [Qty/Time]

Press PLU number

Press [PLU]

Go through this for all items the guest is purchasing. 

Press [Sub-Total]

Department item:

Press quantity of item

Press [Qty/Time]

Enter amount of item

Press Dept number or Dept Shift then Dept number – most of our Department items will require the shift key

Continue for all items the guest is purchasing.

Press [Sub-Total]

To record the amount tendered, there are three options – exact amount, check or change needed. 

Exact amount:

Press [Amt Tend/Total]

Check:

Press [Check]

Ask to see their driver’s license and write the number down on the front of the check and note if it was for a tour, donation or books

Change needed:

Enter amount tendered

Press [Amt Tend/Total]

Change amount will display

To refund an amount or correct a mistake once the transaction is completed, the process differs with PLU or Dept.

For PLU item:

Press [VOID]

Press PLU number

Press [PLU]

Press [Amt Tend/Total]

For a Department item:

Press [VOID]

Enter amount of item

Press [Dept Shift] (if Dept is above 6)

Press Dept number

Press [Amt Tend/Total]

If you have a mistake in the middle of a transaction on a Department item:

Press [Ref/-]

Enter amount

Press [Dept Shift] (if Dept is above 6)

Press Dept number

Or press [VOID] to delete the most recent transaction.

Continue on with the rest of transaction

If you have a mistake in the middle of a transaction on a PLU item:

Press [Ref/-]

Enter PLU number

Press [PLU]

Or press [VOID] to delete the most recent transaction.

Continue on with the rest of transaction

To give someone a $1.00 off a ticket for the AAA discount:

Enter transaction as normal but before hitting the [Sub-Total] key –

Enter 1.00

Press [Ref/-]

Press [Sub-Total]

Press [Amt Tend/Total] or [Check] depending on what is given – proceed as normal.

To give someone a % off a ticket for a discount:

Enter transaction as normal but before hitting the [Sub-Total] key – 

Enter the discount amount with 2 decimal places – for example for 10% off – enter 10.00.

Press [-%]

Continue with the next item. Each item will need the discount applied to it – not to the final amount. Multiple quantities of the same PLU can be discounted at one time.

Press [Sub-Total]

Press [Amt Tend/Total] or [Check] depending on what is given – proceed as normal.

To log donations or wedding amounts, use the following procedure:

Enter 34 for donations, 35 for weddings

Press [PLU]

Enter amount of donation

Press [PLU]

Press [Sub-Total]

Press [Amt Tend/Total] or [Check] depending on what is given.

If a check is used, write down the driver’s license number on the front of the check and note that it was for a donation.

Check the donation container on the front desk and the donation boxes by the bathroom and by the outside brochure box at the Welcome Center. Keys for the outside donation boxes are in the office desk drawer. Leave $2 in the donation container on the desk. Total up the donations and enter the amount. 

Run the nightly reports by moving the control switch to the Z position. 

Press [PLU] for totals by PLU number.

Press [Amt Tend/Total] for daily report that sums by department number. This is the only place that VHS/DVD sales will show up. 

Move the control switch back to the R2 position.

Transfer the information, including any donations received, to the Cash Summary Sheet in the desk drawer. 
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