Hospitality Ulster

STEP 6: Introduction to our Till System
Instruction & Learning

*At this stage insert information on your own specific till system. Here is an example of an introduction to the MICROS system.*

MENTOR: it is essential that the employee becomes competent in the use of the MICROS system as soon as possible; this will ensure that transactions and sales are accurately recorded and that they have the confidence to work a shift unaccompanied 
STAFF MEMBER: please ensure that you fully understand the MICROS system; do not be afraid to ask questions, your mentor is there to help you. Understanding the MICROS system will give you more confidence to work unsupervised and will therefore provide you with greater responsibility!
	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	Can clock in/out correctly 
	
	
	

	To clock in or out push the “Clock In/Out” button and then swipe your card 

If you are clocking in you will be asked to confirm your job assignment 

Confirm job assignment e.g. “General Manager”

Or if you are clocking out you will be prompted “Are you clocking out?” 

Select “Yes” 

Process complete 

	Method of assessment – Observation

	Notes




	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	Taking Payment 
	
	
	

	To accept payment, press the “pay” button 

To accept sterling cash, enter the amount in the keypad and then press the cash button 

To accept a credit card, you do not need to enter the amount, just press the relevant button i.e. “Visa” for Visa 

To accept Euro cash (notes only) first press the “Euros?” button. Then press “OK” and press the “Euros Cash” button followed by the amount and then press the green tick i.e. 50.00 for €50, 30.00 for €30 (You must include the decimal point).Then give the customer the change in sterling. 



	Method of assessment - Observation

	Notes

 


	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	To split a check 
	
	
	

	To split a check first call up the table that needs to be split then press “Funct”.

Press the “Split Check” button 

Select the items to split off and then click on the second box on the right; “Share”

You can add separate checks to split it between more than two people by using the “New” button. 

When the check has been split, select “Done”. 

You can then pay off the checks separately as normal 

Use of the Special Prep Button

	Method of assessment - Observation

	Notes

 


	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	Credit Card Machine 
	
	
	

	Illustrate how payment can be made using the credit card machine



	Method of assessment - Observation

	Notes

 


MENTOR: this section can only be signed off when you are satisfied that the employee can undertake the necessary transactions; you must assess this competence a number of times to ensure that the employee is comfortable with the process  

STAFF MEMBER: make sure that you can undertake all transactions before signing off this form. Ask your mentor for further help and assistance if you need it – your mentor is there to help you; By being competent in this area, you will be more confident in your job – so make sure you know what you are doing!
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