
Contents

About this trainer/assessor guide .................................................................................................................................. 4

Learning resource............................................................................................................................................................. 5

Topic 1: Process customer payments ........................................................................................................................... 5

Receive, check and record cash float .................................................................................................................... 5

Check customer payments against sale value ................................................................................................... 10

Process and record transactions according to organisational procedures.................................................... 11

Provide correct change for cash payments ........................................................................................................ 15

Prepare and issue accurate receipts including all relevant tax details ........................................................... 17

Complete transactions using appropriate software applications in line with organisational speed and

customer service requirements........................................................................................................................... 19

Check your understanding ................................................................................................................................... 23

Topic 2: Reconcile takings ............................................................................................................................................ 25

Balancing customer payments at designated time according to organisational policy ............................... 25

Separate cash floats from takings prior to balancing ....................................................................................... 28

Determine point-of-sale records of customer payments ................................................................................. 29

Accurately count and calculate customer payments ........................................................................................ 30

Balance cash and other payments with point-of-sale records ........................................................................ 31

Report discrepancies in the reconciliation ......................................................................................................... 32

Record takings according to organisational procedures .................................................................................. 33

Secure cash floats, cash and other payments according to organisational security procedures ............... 34

Check your understanding ................................................................................................................................... 37

References...................................................................................................................................................................... 39

Assessment workbook ................................................................................................................................................... 41

Unit information............................................................................................................................................................ 43

What is competency-based assessment?................................................................................................................... 44

How will my competency be assessed?...................................................................................................................... 45

Assessment agreement ................................................................................................................................................ 46

2
SITXFIN007: Process financial transactions (Trainer/assessor guide)
© Catapult Smallprint C2 Dec 2024

Skills recognition ........................................................................................................................................................... 47 

Topic 1: Process customer payments .............................................................................................................................. 48 

Topic 2: Reconcile takings ................................................................................................................................................. 49 

Knowledge questions ................................................................................................................................................... 50 

Topic 1: Process customer payments .............................................................................................................................. 51 

Topic 2: Reconcile takings ................................................................................................................................................. 72 

Project ............................................................................................................................................................................ 92 

Completion record ........................................................................................................................................................ 95 

Unit mapping ................................................................................................................................................................. 96 

Trainer/assessor instructions and requirements .................................................................................................... 100 

Practical assessment ...................................................................................................................... Separate document 




