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Staff - Logging on to i - Till  

To log onto the till, you can swipe your card or alternatively input your 

designated ID Number and ‘Login’ 

 

 

 

 



   
 

4 
 

 

First Screen after logging on:  

This is the first screen you will see once you have logged on.  The 

categories below are for training purposes only and will be different to 

your chosen categories.   

The green online text ensures that the till is online.   

If you press one of the category buttons, this will bring up all the items 

for sale within that category.   

To log a student’s ID card: You can either swipe the card or press 

‘Select Person’. A photograph of the student will appear on the right 

hand side of the screen and on the checkout page.   
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Select Person button: 

When the student does not have their ID card, you can also search for 

them by typing in the surname and this will bring up the student’s 

name.  You can then click on their name.   
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To select the item(s) a customer would like to buy: 

Click on the category for that item and then select the items that are 

being purchased.  For example, on the display below a Can has been 

selected from the ‘DRINKS COLD’ category, a Panini from the 

‘SANDWICHES HOT’ category and Doritos from the ‘COLD SNACKS’ 

category.  Once clicked, the items will appear in the box on the right-

hand side of the screen.  

  

When all items have been selected and the customer is ready to pay, 

press ‘Checkout’. 
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CHECKOUT: To pay for items 

Once ‘Checkout’ button has been selected, the following screen 

appears.  If a student is paying for items and their student ID card has 

been swiped or their name has been searched and selected, then their 

name will appear on this screen.   

 

Available balance  

This screen will also show the student’s available balance.  
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Paying by cash – Students and non-students 

If a student has enough cash on their card, then the till will 

automatically take it from the card against their cashless balance. 

Otherwise, they can pay by debit card, cash, BACS, cheque or voucher. 

If the person wishes to pay by cash, then input the amount of money 

they are paying you in cash.  For example, the person gives you £20.00 

and you press the £20 button followed by either the ‘Cash Student’ 

button or the ‘Cash’ button (for non-students).   
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Checkout Complete page 

This page shows how much change in cash the person is owed back.   

If the person wants a receipt, the ‘Print Receipt’ button will 

automatically print a receipt. 

Otherwise, when the change has been given back to the person, the 

‘Complete’ button can be pressed, and this will automatically take you 

back to the first screen on the till, ready to serve the next customer.   

 

This page can be configured in i-Stock if you do not want this page to be 

displayed.  
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Paying by debit – Students and non-students 

If the person wishes to pay by debit card, you will need to type how 

much is being paid followed by either the ‘Debit Student’ or ‘Debit’ 

button (for non-students).  The person can then pay by debit card.  This 

will then take you to the ‘Checkout Complete’ page and the till screen 

will display the amount that has been paid by debit.  Again, you can ask 

the person if they want a receipt.   

 

This page can be configured in i-Stock if you do not want this page to be 

displayed.  
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Paying by Cheque – Students and non-Students 

If the person wishes to pay by cheque, you will need to type how much 

is being paid followed by either the ‘Cheque’ (for non-Students) or 

Cheque Student button.  The person can then pay by cheque.  This will 

then take you to the ‘Checkout Complete’ page and the till screen will 

display the amount that has been paid by cheque.  Again, you can ask 

the person if they want a receipt. 

Paying by BACS – Students and non-Students 

If the person wishes to pay by Bacs, you will need to type how much is 

being paid followed by either the Bacs (for non-Students) or Bacs 

Student button.  The person can then pay by Bacs.  This will then take 

you to the ‘Checkout Complete’ page and the till screen will display the 

amount that has been paid by Bacs.  Again, you can ask the person if 

they want a receipt 

Paying by 100% voucher  

If a person has a voucher to pay for their items, then you would just 

need to press the ‘100% voucher’ button and this will take you to the 

Checkout complete page and it will show that the total has been paid. 
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Cancel button to add more items or remove items  

By pressing this button, it will take you back to the food selection page 

Even if you are on the ‘Checkout’ screen you can press the ‘cancel’ 

button and this will take you back to the food selection screen where 

you can add or remove an item.  If you wish to remove an item, you 

click on the item in the box on the right-hand side of the screen.  This 

will bring up the option of clicking on ‘Del’ which once pressed will 

remove the item from the buying list. 
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To change the price of an item (eg for a one-off discount) 

If you wish to reduce the price of an item for someone; For example, if 

you wish to give someone a one-off discount, you click on the item and 

press ‘Price’. You can then give them a discount off that item. ‘Confirm’ 

will make the calculation and close the screen. 
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Clear bill 

If you wish to clear the whole bill, and instead of going in individually 

and deleting all items, you can also click on the ‘Clear Bill’ button and 

which will clear all items which appear in the right-hand side of the 

screen. 

Remove Card 

This will remove the student’s card from the till.  For example, once the 

card has been scanned and items have been chosen to buy and it is 

found that they don’t have enough money on their card to pay for their 

items, by pressing this button, it will remove it from the till and the 

student can pay by other means.  
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Admin – Reports available 

By clicking on the admin button, this will bring up a number of reports 

which can be assessed.   

 

No Sale 

The “No Sale” opens the cash drawer and that you can return to the till 

front via “Exit Admin”. 
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Logout 

To logout of the till press this button which is on the first screen and 

you will no longer be logged onto the till.   

We can set up a schedule job which will automatically shut down your 

till if required.   

 


