




How to contact us
If you need support, please contact the

PayPoint ATM Help Desk on 0800 389 5175



■■■■■ ■ ■■■

Thank you for choosing an 5S14/16 ATM from PayPoint 

This booklet will provide you with all the information you need to train your staff 

to operate the ATM, and it provides you with some operational tips and trouble 

shooting advice too. Please ensure that you understand how to correctly fill and 

operate the ATM to maximise your earning potential and to meet the needs of 

your customers. 

Your ATM provides a service to Bank and Building Society cardholders, making 

your store an integral part of the retail banking sector. 

Stocking your ATM 

Providing a reliable service to your customers will mean they always get their 

cash from your ATM and will visit repeatedly. 

Always fill the ATM each morning with a minimum of £600 for a surcharge 

ATM and £1,500 for a non surcharge ATM. 

Experience has shown that customers withdraw more cash on a Thursday, 

Friday and Saturday. 

You will need to increase your daily cash fill as your ATM becomes more 

established. 

Always empty the cash at the end of every day. 

Always leave the ATM door open to show that it is empty overnight. 

Ensure your staff know how to operate the ATM. 

Promote your ATM service 

Ensure your ATM Point of Sale materials are in good condition 

and are prominently displayed. 

During opening hours, always display your 'Cash Machine Here' 

pavement sign. 

Encourage your customers to use the ATM rather than giving 

them 'Cashback' at the till. 
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■■■■■ ■ ■■■

Settlement and banking procedures 

Each day you should carry out a Start and End of Day procedure. 

The End of Day procedure must be completed before midnight for PayPoint to 

reimburse your ATM credits three working days later. 

You have been provided with a balance sheet pad to record all cash put in and 

taken out of the ATM daily. 

The cash dispensed through the ATM is referred to as 'ATM credits'. As part 

of Single Daily Settlement, these credits will be offset against your debits and 

credits for your other PayPoint products. 

The Single Daily Settlement cycle 

Cash paid out 

eg. ATM credits 

£300 paid out 

Net settlement 

calculated and direct 

debited to PayPoint 

£700 

1 banking transaction fee 

PayPoint will confirm the cash values dispensed by your ATM on the 
settlement report via my.paypoint.com and/or via your terminal. 
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Cassette(s)      00010 00020
00000 00000
00010 00020
00000 00000
00010 00020

+ Reject Bin     

+ Dispensed     
= Total in ATM     

= Total     

£ 10     £ 20
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