
POINT OF SALE
Point of Sale Basics for Users
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This Quick Reference Guide (QRG) is designed to 

provide Refund Point Operators a step-by-step guide on 

how to use the Point of Sale (POS) application (app). 

The data entered and captured in the POS app is 

synchronised to the POS supporting database on a 

regular basis. 
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Business (RPO) Portal

Logistics Portal
Ordering Vehicle Logistics

(Under Construction)

PROCESS MAP

POS used for  Sorting, 

Counting and Transacting 

with Customers

Customers 

returning 

Containers

POS used for Bin or 

Collection Infrastructure  

Management

Download POS Software 

Set up POS Users

POS used for creating 

Manifests and sending 

Bins to Processor

Processor Portal 

used for receipting 

shipments and 

processing Material

Daily Stock on Hand

POS used to set 

up:  #Bays, Bins, 

Printers

Submit Weekly Claims

POS Application Sync Transactions

Daily Reconciliation Report

Daily Tasks Weekly Tasks
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HOW TO USE THIS QUICK REFERENCE GUIDE

Å It is suggested to use the flow that is built into this 

guide to ensure you go through all the POS screens.

ÅMove back and forth between slides by using the 

arrows.

Å The POS menu bar is embedded in all the slides to 

facilitate navigation within this presentation.

Å Click on any icon to go to that specific topic.

Å Use the icons above to review topics.
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THE POINT OF SALE (POS) APP

Login to the app

Å To access the POS application (app), POS admin or 

transaction users have to login to the App via a 4-digit 

Personal Identification Number (PIN).

Å For security reasons, POS will request this PIN every 

3 minutes when not in use, and every 10 minutes 

whilst in use. 

Å Transaction Level users will also be required to enter 

their PIN when changing screens or after transactions 

are completed.
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LOGIN TO POS

POS devices can be shared by multiple operators using different logins 

You can also use the 

profile icon to switch to 

your user login
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LOGIN TO POS

Employee PIN is required to enter POS when the application is launched.

When you first open 

POS employee PIN 

is prompted

Enter your 4-digit PIN 

to continue
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LOGIN TO POS

Using the Switch User button

Click on this Switch 

User button to enter 

your Login PIN
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LOGIN TO POS

Enter your Personal Identification Number (PIN)

Enter your 4-digit 

User PIN using the 

keypad
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POS HOME SCREEN

Navigate to different screens of the app

Click on this icon to 

navigate back to the 

Home screen at any 

time

Click on these links 

to navigate to 

different screens of 

the app

Take a moment to 

look at information 

shown on the landing 

page

Click on this 

button to go to 

Bag Drop Kiosk 

mode
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Customers bring in recyclable containers to the Refund Point to be refunded 

COUNTER

Å The Counter screen is used for customers who 

would like to have their containers counted.

Å Customer can be paid in cash or can choose to 

donate to a cause. 

Å Members of the scheme can be paid in cash, to a 

bank account, PayPal account or donated to a 

cause of their choosing. 

Å The recyclable containers are counted, and the 

refund may be paid out as cash, a donation or 

through electronic funds transfer, if they are 

Member number holders.

Å For refund amounts equal to or above $82.50, 

customer ID verification is required.

Å Additional documentation is required for refund 

amounts equal to or more than $150.00.
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COUNTER

Check device connections before you start using POS

Check that the Printer is 

connected, Sync is OK 

and Coordination Services 

is Online (if set up)

Green - working correctly

Yellow ï currently syncing

Red - there is an issue 

Grey - not setup
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COUNTER

Search for eligible containers

Use this button to 

check for eligible 

containers.
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COUNTER

Recyclable containers brought in by a customer must be counted individually for each material type.

All accepted material 

types are shown on 

the left of the screen

This is the Refund 

Point location where 

the POS is in use.

Enter the number of 

containers counted 

per material type 

here
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COUNTER

Search for eligible containers

Type at least 4 

characters of the 

product or barcode to 

search

The search will show 

the full Product 

Name, Barcode and 

Material Type
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COUNTER

Use the onscreen keypad or keyboard to enter the number under quantity

Use the Keypad to 

enter the quantity per 

material type

Click the Pay refund 

button to see the 

Payment options

Click the appropriate 

field before entering 

the quantity

The total amount to 

be paid out is 

calculated and 

displayed here 
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COUNTER

Member/Non-member Search

Click Back at any 

time to return to the 

main Counter screen

Member will be 

automatically 

selected after hitting 

Pay refund button

The search button can be used for 

advanced searches of users if their 

Member number is unknown

Choose between 

Member or Non-member 

depending on the 

customer's choice

The Member ID field will 

dynamically search for 

customers if a Member number 

or Mobile Number is entered
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COUNTER

Advanced Member Search Enter one or many 

identifying values for a 

user and click Search

Click Close to return 

to the previous 

window
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COUNTER

Advanced Member Search

Here weôve searched 

for ñScottò, however this 

will display a large 

number of results. 

For security reasons 

the full mobile 

numbers are not 

displayed

Consider adding more detail to 

narrow down your search (ie add the 

last three digits of the mobile number 

eg ñScott 864ò)

This column helps 

differentiate between 

Individual customers 

and Business/Charity 

Groups

When the correct 

Member is found click 

the row to select them 

and return to the 

Counter Payment 

screen
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COUNTER

Member Number Search ïCash Payment

Once a Member is 

found it will display 

the Member number 

in this field

Available Payment 

types are shown, and 

can be changed 

depending on the 

customers choice

Name, Postcode and 

Mobile number are 

displayed to help 

confirm the Member 

details are correct
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COUNTER

Member Number Search ïElectronic Payment

If the customer has not setup 

their preferred payment option, 

POS will advise you below and 

display the tile as 

ñPayPal/Bankò as shown.

Whatever choice the customer 

has made in their account will 

appear in this button (i.e. Bank, 

PayPal, Cause). 
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COUNTER

One-Time Donation Payment

Enter the Cause ID 

or hit Search to find 

the Charity/Group

Click Donate if the 

customer wants to 

make a one-time 

donation to a Charity 

or Group

The Search button 

will open up an 

Advanced Cause 

Search screen similar 

to Advanced Member 

Search
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COUNTER

Advanced Cause Search

Enter the name of a 

Cause and hit Enter 

or click Search

Any Charity or 

Groups that match 

the searched field will 

be displayed below
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COUNTER

Advanced Cause Search

All Charities or 

Groups that matched 

the searched field 

have been displayed
The Member No will 

be displayed and can 

be provided to the 

customer on request

Click the appropriate 

line to return to the 

Counter screen and 

continue payment
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COUNTER

Finalise Payment

If at any point you 

want to clear all fields 

(including Quantity) 

click óReset 

transactionô
Once the customer 

has confirmed all 

details click óConfirm 

& Payô to print their 

receipt

The chosen Payment 

type and information 

will be shown below.
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COUNTER

Member Receipts

Member Cash receipt

Donation Receipts 

show the Cause ID 

and Name

Member Bank receipt



27

COUNTER

Non-Member Payment - Cash
Click óNon-memberô 

to open the Non-

member payment 

options

The default choices 

are Cash, One-Time 

Donate payment.

No further steps are 

required if a Cash 

Payment is 

requested

Click óConfirm & Payô 

to finalise transaction 

and print receipt.



28

COUNTER

Non-Member Payment - Donate

Click óDonateô button 

to start a One-Time 

Donation Non-

member transaction

Similar to Member 

One-Time Donate, a 

Cause must be 

entered or searched
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COUNTER

Non-Member Receipts

Non-Member Cash 

receipt

Donation Receipts 

show the Cause ID 

and Name

Non-Member 

Donation receipt
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COUNTER

For refund amounts equal to or over $82.50, customer ID verification is required

The field displays the 

list of acceptable ID 

types

Click óConfirm & payô 

to complete the 

transaction

Enter ID Number as 

shown on the ID 

provided
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COUNTER

Additional documentation is required for refund amounts equal to or more than $150.00

A photocopy of the ID 

must also be taken

A filled Refund 

Declaration form 

must be provided 

before the 

transaction can 

complete

For ñPre-Existing Commercial 

Agreementsò you must record 

the Agreement Number and 

confirm an agreement is in 

place. 

For refund amounts 

equal to or more than 

$150.00 a Refund 

Declaration Form is 

required. 
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COUNTERS

Photo ID is required for high volume transactions

Å Photo ID must be SIGHTED. The person's name 
and ID should be recorded directly into POS.

Å Required under taxation law.

Å Photo ID must be COPIED and a Refund 
Declaration SIGNED. The person's name and ID 
should be recorded directly into POS.

Å Required under the CDS Regulations.

Transactions of 825 or more eligible containers Transactions of 1500 or more eligible containers
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COUNTERS

The script for customers

Å ñThe 10 cents per container is inclusive of GST. 
When you present containers to redeem your 10 
cent deposit, that is considered a sale with GST.

Å For redemptions over $82.50, GST rules require the 
recipient of the sale (us) to receive a tax invoice.

Å Our system can generate the tax invoice, but to do 
this we must sight your ID and record your details 
before we can issue your refund.ò

Å ñThe Container Deposit Scheme regulations 
requires that all people who present 1500 or more 
containers for a refund must sign a Refund 
Declaration form and present photo ID.ò

Transactions over 825 eligible containers Transactions over 1500 eligible containers

Refer to the Green Guide Section 4.2.1 ñEncouraging Best Practice 

Customersò for further ideas on communicating these requirements.

Refund Declaration 

form
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COUNTER

Select the Photo ID type used by the customer

Select the applicable 

licence type

This screen will close 

automatically once a 

choice has been 

made

Only select this field 

if an agreement is 

already in place.
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COUNTER

Transaction Complete

Last transaction 

details are displayed 

in the bottom left 

corner Click óRe-printô for the 

last successful 

transaction receipt to 

be re-printed

After the Transaction 

is complete the 

Counter screen 

should be displayed

óRefund Completedô 

will be shown until a 

new value is entered 

in a quantity field
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Customers may drop off bags containing the recyclable containers they want to exchange

BAG DROP

ÅCustomers use POS in Kiosk Mode to print 

labels and apply them to their bags holding 

their containers. 
(Please see the QRG for Customer Kiosk Mode for more details of 

this process.)

Å The containers inside the bags are sorted, 

counted, and quantities are entered into POS 

at a Refund Point. 

Å Identify the Owner of the bag by using a 

scanner device to scan the QR code on the 

bag label or entering the Member Number 

manually.

Å If not using a printed label, encourage 

customers to ensure that their Member 

Number is in a waterproof sleeve as liquids 

may spill on any handwritten notes. 



37

BAG DROP

Use Bag Drop to count containers left by customers 

Quantity Screen is 

identical to Counter

Count the containers 

in the provided bag 

and enter quantities 

in these fields

Change location to 

where the bag was 

collected from

Click here to proceed 

to Payment Options
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BAG DROP

Sort and count all the containers in the bag. The total refund amount due is calculated by the app

Use the Keypad to 

enter the quantity per 

material type

The total amount to 

be paid out is 

calculated and 

displayed here

Once all containers 

have been counted 

click Pay refund to 

continue

Amount will be 

shown by Material 

Type
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BAG DROP

Scan Bag Label or enter Member Number to start Payment 

Scan the label on the 

bag (or enter the 

Member number) to 

populate Member 

details

Bag drop label with 

QR code
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BAG DROP

Scanned Information is displayed. Bag issues must be recorded

The name displayed 

should match the 

Bag Label

If the bag has an 

issue, click this 

button and select the 

reason

Where the payment is 

going to is displayed for 

confirmation (if required)
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BAG DROP

For bags without an issue, óNo Bag issueô will be the default for the transaction

Select the applicable 

Bag Drop Issue from 

the list shown. 

Multiple Bag Issues 

can be selected



42

BAG DROP

Click ñConfirm & Payò to complete the transaction

Click ñConfirm & Payò to 

close the transaction and 

clear the screen to 

process the next 

transaction
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Customers may opt for a collection service wherein recyclable containers can be picked up from 
an agreed address. 

Collect

ÅCCSPôs or Click & Collect Service Providers 

collect containers from customers address 

and bring these containers to a refund point.

Å Service Providers return bags of customer 

containers to a local refund point and, for 

doing so, receive a portion of the refund value 

of a transaction.

Å In POS the value a Service Provider receives 

for their service is called a Service Fee.

Å To submit a Collect Transaction an 

agreement is required between a Customer 

and a CCSP which creates an Agreement ID, 

that agreement ID can be searched in POS.

Å A Service Fee can either be charged at a Per 

Container or Flat Fee rate
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COLLECT

The Collect screen is identical to Counter screen.

Quantity Screen is 

identical to Counter

Click here to proceed 

to Payment Options

Count the containers 

and enter quantities 

in these fields

Change location to 

where the bag was 

collected from

Use this button to 

check for eligible 

containers.
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COLLECT

Collect transactions can only be performed for members. Search using member number. 

If the bag has an 

issue, click this 

button and select the 

reason.

The Member/Agreement number field 

will dynamically search for agreements 

if a Member/Agreement number is 

entered.

The search button can be used for 

advanced searches of users if their 

Member number is unknown.
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COLLECT

In case POS has multiple agreements for the entered member number ïlist of all agreements is 
displayed.

Select an 

agreement from the 

following list.

Service fee type is 

defined for each 

agreement ïper 

container, flat fee, 

etc.
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COLLECT

Advanced Member Search

Member details are 

displayed as per user 

input in the search 

field.

Select a member to 

continue with the 

collect transaction.
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COLLECT

Flat Fee agreement, allows operators to charge a flat service fee in POS.

Click ñConfirm & Payò 

to confirm the 

transaction.

Member/Agreement 

details are displayed 

for the selected 

agreement.

A Flat fee agreement 

will deduct a pre-

determined fee value 

from the Refund total.
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COLLECT

Flat Service Fee agreement validations in POS.

POS validation 

message is displayed, 

and the transaction 

cannot be completed 

until a valid Service 

Fee is entered.

POS can validate the 

Service Fee amount 

based on pre-

determined fee 

amount

Other validations for Flat Service Fee in 

POS:

- Fee cannot be below zero.

- Fee cannot be above the agreed rate.

- Fee cannot be above the Refund Total.

- Must not be more than 2 decimal places.

- Numeric values only.
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COLLECT

Member Receipts for Flat Fee

Service Fee applied 

to the refund total.

Member Bank receipt
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COLLECT

Per container Service Fee agreement calculates fee based on container quantity. 

Total Service Fee is 

calculated based on the 

agreed Per Container rate 

and the total quantity of 

containers returned.

POS operator can set 

the per container 

price using 

adjustment arrows.
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COLLECT

Per container Service Fee agreement validations in POS. 

POS will validate the 

Service Fee value 

against the Total 

Refund.

An error message is 

displayed, and the 

transaction cannot be 

completed until a valid 

Service Fee is entered.

Other validations in POS for per container 

rate:

- Fee cannot be below zero (0.00).

- Fee cannot be above the agreed rate.

- Must not be more than 2 decimal places.

- Numeric values only.
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COLLECT

Member Receipts for per container Service Fee

Member Bank receipt

Service Fee applied 

to the refund total.
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COLLECT

Refund transaction completed

Last transaction 

details are displayed 

in the bottom left 

corner

Click óRe-printô for the 

last successful 

transaction receipt to 

be re-printed

After the Transaction 

is complete the 

Collect screen should 

be displayed

óRefund Completedô 

will be shown until a 

new value is entered 

in a quantity field
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Kiosk Mode enables customers to print sticker labels to put on their bags

KIOSK MODE

Å Kiosk Mode enables bag labels to be printed.

Å These labels are printed using a dedicated 

label printer attached to a POS device. The 

labels are stuck on bags as identification.

ÅCustomers can leave their recyclable 

containers for refund at a depot or bag drop 

location.

Å If a customer wants to use the bag drop but 

has not yet registered for the Scheme, they 

can register through the Kiosk (by scanning a 

QR code).
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KIOSK MODE

Kiosk mode may be accessed from the Home page

Click the Enter 

Kiosk Mode button
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KIOSK MODE

Kiosk Mode can be used at different Refund Point locations

Use this button to 

select the Refund 

Point location for the 

bag drop

Current Site Device 

is enrolled to



58

KIOSK MODE

Select the RP site 

List of all available 

refund points should 

be displayed
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KIOSK MODE

Click Continue after the RP site is selected

When the correct Site 

is displayed click 

Continue
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KIOSK MODE 

Customer selects whether they are a Member or Non-member

Click for Non-Member 

ProcessClick for the Member 

Process

Unlock POS device 

(Admins)
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KIOSK MODE 

Customer enters their member details

Hit Search when ready
Enter Member Details
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KIOSK MODE 

Confirm member details

Click óNo, search againô to 

return to the Member 

search screen and try again

Confirm Member 

Details
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KIOSK MODE 

Select number of labels to print

Click óPrintô when ready

Hit óMoreô or óLessô to 

change the number of 

Labels to be printed



64

KIOSK MODE 

Printing complete

Click Done to start again

POS will automatically 

return to the Main screen 

after ~2 minutes
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KIOSK MODE

Search for a Cause to donate to

Customer enters charity 

details here to search

Click óSearchô to continue


