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iPOS Trainers Notes
	Applies To
	Hogs Breath Cafe

	Requires
	Knowledge of IPOS and HBC operations


Introduction
The purpose of this document is to provide an outline of the topics and information required to be taught in an iPOS training session for a HBC store. This document will be targeted at a new store opening. The Trainer will need to adapt the style of the training session for stores which are converting as the staff should already be familiar with the menu and service standards of HBC.
Equipment List
All Training session should be Hands on, this is a practical exercise. The equipment needs to be setup in the network. Printers are not necessary but good if you can get them so the staff can see the dockets print which completes the process they are starting with iPOS.
Getting Started
Introduce yourself, and explain Imagatec’s role
Explain the purpose of the training exercise (to teach you how to use the iPOS system).

Identify each part of the hardware, computer, screen, printer. 

Explain that these are normal every day computer just like you would buy for home or the office. 

Explain what a Touch Screen is and the best way to use it (light touch, not thumps)

Explain good care procedures 

Explain how to turn each piece of equipment on/off

From the Desktop
Show how to start iPOS from the desktop.

Explain that iPOS is a web site, that runs from inside the store and that is why you start Internet Explorer to start iPOS.
You are normally questioned at this point, about iPOS and the internet. Are we connected to the Internet? What happens if the Internet goes down, does iPOS stop working? Explain that it is a web site run from the server which is inside the store, and if the link goes down then it only stops people from outside the store from getting in and does not stop iPOS in the store.

Show how to close iPOS and get back to the desktop.

Show how you can open iPOS multiple times and explain that having multiple sessions open is not a good thing and you should keep only one window open at a time.

Table POS
Show how to start Table POS from the Home Page.

Show the menu and explain the map and the relative position of the tables and table numbers.

Explain that you are about to do a quick demonstration of how easy iPOS is to use. Then you will break it down and show them how you did it.

The quick demo

Pick a table

Add some food and drinks to the table and save it.

The dockets should print and the table change colour.

Break it down.

Explain that the tables change colour as the guests progress through their meals.

Blue – empty

Purple – open

Yellow – hold

Green – away

Red – Bill Printed.

If asked at this point what Hold and Away is defer the question to later on.

Select a new empty table.

Show everyone’s name, explain that you should use your name, and if you forget your name don’t come to work.

Select a name
Explain each of the screen sections.

The docket on the left

The Spine in the middle

The Options on the right.

Make sure that they notice that the buttons and the spine are colour coordinated.

Run through each of the spine options so they can see the screens change.

Seats

Get back to the Seat Selection Screen

Explain the concept of Seat 0 for shared items

Explain the how to work out which is Seat 1 (this is a HBC service standard, always defer to the trainer if unsure).

Show the 3 methods of changing seats (by the Change Seat screen, Next Seat Button and Item Focus)
Add a couple of Appetizers to the bill on different seats.

Show how the system is keeping individual totals for each seat.

Save the docket

STOP LESSON GET THEM TO DO IT!

Lesson 2 - Hold & Away
Lesson 3 - Printing Bills

Lesson 4 - Settling Tables 

Fast Bar
Show how to start Fast Bar from the Home Page

Explain that FastBar is only used in the Bar for over the counter drink sales. Drinks sales to a table need to be put on the table’s bill through Table POS.

Explain that the spine and button options match the Beverage Sections in TablePOS to make things easier to find.

Show the Main Screen, Explain that this screen is where the most popular drinks will be placed even though you could find them on the other screens. The idea being that the most popular should be together to reduce touches making the system faster, (hence why it is called fastbar). The Main Screen is changeable, and every store will have a differently laid out Main Screen, (use local beers as an example), but everything else is the same from store to store.

Show how to ring up sales and enter the amount tendered so it calculates change, and opens the cashdrawer.
Explain that the system will continue to display the last sale (and its change) until the next sale is started or the timeout (5mins) is up.

Merchandise
Hogs also sells stuff.
The MerchPOS is there to sell the TShirts, Hats etc with the HBC logo on it. Merchandise can be sold on a table and included on their bills, Use the separate Merch POS when selling items not on a table.

Show that it works the same way as Fast Bar.
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