	Switch user

· Click User Name at the top right of the screen.

· If the other person is shown, click them, otherwise sign them in.

· The current sale will stay open (so a manager can apply a discount for example)

· Continue with the sale as normal

http://support.vendhq.com
Keywords to search: switch user
For additional support contact support@convertworx.com.au or call us on 0423 123456, if we can’t answer, we will return your call


	


	Complete sale (cash, credit card, on account)

· Make sure that you are signed in as the correct cashier (you can see this at the top right of the screen)

· Click ‘Sell’ tab at the top of the screen.

· Enter products in either by scanning barcodes, typing product information, or using the quick keys on the right hand side

· Click ‘Pay’

· Enter the payment method

· Either email the receipt to the customer, or print it off

http://support.vendhq.com
Keywords to search: sell screen
For additional support contact support@convertworx.com.au or call us on 0423 123456, if we can’t answer, we will return your call


	


	Process a return/refund
· ‘Sell’ the product that you wish to return

· Change the quantity to be a negative (so -1 if one item is being returned)

· Click the ‘Notes’ button at the bottom of the screen and enter in any information (such as the original purchase date or receipt number)
· Complete the sale as normal and refund the customer money if appropriate
http://support.vendhq.com
Keywords to search: refund, exchange
For additional support contact support@convertworx.com.au or call us on 0423 123456, if we can’t answer, we will return your call


	


	Exchange product
· Sell’ the product that you wish to return

· Change the quantity to be a negative (so -1 if one item is being returned)

· Click the ‘Notes’ button at the bottom of the screen and enter in any information (such as the original purchase date or receipt number)

· Add the new item that the customer is exchanging for

· Complete the sale as normal and refund the customer money if appropriate
http://support.vendhq.com
Keywords to search: exchange
For additional support contact support@convertworx.com.au or call us on 0423 123456, if we can’t answer, we will return your call


	



