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Summary 

 
This article outlines how to perform a payout at the POS till.  It also details how to find payout 
figures on the Z report, Batch Entry and Sales and Banking Summary report. 

 
 
NOTE: It is important to note that performing a payout is simply a way to assist the till to 

balance at the end of the day; it is not a substitute for a Petty Cash system.   
 
Payouts are not recommended to be used as a Petty Cash system at your store 
because; 
 

1. There are currently no reports in Fred Office which display the payout details 
(other than totals).  
 

2. This method may not meet your tax requirement (due to not recording a GST 
status).   

 
We recommend you speak with your accountant and/ or consult the ATO website for 
further information regarding requirements and how to set up a Petty Cash system. 
 

 
  

http://www.ato.gov.au/businesses/content.asp?doc=/content/76494.htm&page=59&H59
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Details 

Perform Payout at POS till 
 

1.  Login to the POS.   

2.  Press F10 or Drawer hotkey.  

3.  Press “Enter cash payout”. 
 

Click “OK”.   

4.  Enter the dollar amount of the payout. E.g. $10.00.  
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5.  Move the cursor the “To” field and type who the 
money is being paid to.  E.g. Newsagent.   

6.  Move the cursor to the “Comment” field and type a 
comment indicating what the payout is regarding.  E.g. 
Stamps.  

7.  Click “OK”.  

8.  Select the tender method, in this example Cash. 
 

Press “+” to finalise the payout.  
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Find Payout Figures on Z report, Batch Entry and Sales Banking Summary 
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