Course Title: Fast Food Register Operations & Order Taking Mastery

Objective: By the end of this training, you will be able to set up your station, process customer
orders within 30 seconds, handle payments securely, and reconcile your cash drawer with 100%
accuracy.

Module 1: Start of Shift & Station Setup

Goal: Ensure your hardware is safe, your account is secure, and your cash drawer is ready
before the first customer arrives.

1. Safety & Hardware Checks
Before powering on, perform a quick visual inspection:

e Power & Cables: Check that the power cord is not frayed and the outlet is not

overloaded1 i .

e Screen & Peripherals: Ensure the screen is clean (no cracks/moisture), the receipt

printer has paper, and the barcode scanner lens is clear222222222_

e Ventilation: Clear any debris or menus blocking the terminal's vents to prevent

3
overheating .

2. Logging In

e Power On: Press the power button; if the screen doesn't light up, check the power

cable first4444.
e Credentials: Enter your Username (Employee ID) and Password. Note that passwords

" . 5
are case-sensitive for special characters
e Role Selection: Select "Cashier" (or your assigned role). If you select the wrong role,

666
log out immediately and re-select .

3. Opening the Shift

e Select "Open Shift": This creates a "Shift ID" to track your specific sales

e Verify the Float: Physically count the cash in the drawer. It must match the default
amount displayed on the screen. If there is a discrepancy, report it before you start

selling




Module 2: The Order Entry Workflow

Goal: Complete a standard order entry in under 30 seconds using the "Select $\rightarrow$
Modify $\rightarrow$ Quantity" flow.

1. Navigating the Interface

Menu/Catalog: Items are grouped by category (Burgers, Drinks, Sides). Memorize the

999
location of high-volume items to reduce searching .

Order Summary: This window updates in real-time. Always keep an eye here to ensure

1010101
the "Subtotal" matches what the customer expects 01010 O.

2. The 3-Step Entry Method

To maintain speed and accuracy, follow this exact sequence:

11
Select the Item: Tap the item once (e.g., "Classic Burger") .

Apply Modifiers: Immediately add customization (e.g., "No Onions," "Extra Cheese").

12121212
Do this before adding the next item so the kitchen gets the right instructions :

Set Quantity: If the customer wants two, press the + button or enter the number.

1
Default quantity is always 1 3.

3. Speed & Accuracy Tips

Shortcuts: Use F1 or + to repeat the last item. Use F2 or Del to remove an item

. 14141414
quickly .

Active Listening: Repeat the order back to the customer before you press total. This

"read-back" takes 5 seconds but prevents kitchen errors1 515151 5.

Dietary Alerts: Use the "Allergy" icon (exclamation mark) to flag restrictions like gluten

1
or nuts. This prints a bold warning for the kitchen 6

Module 3: Processing Payments

Goal: Handle cash and card transactions securely without causing delays.

1. Cash Transactions (The 6-Step Loop)

1.

1
Verify Total: Announce the total amount to the customer



1818181
2. Receive Cash: Keep the bill visible (do not put it in the drawer yet) 81818 8.

19
3. Input Tender: Type the exact amount received into the POS (e.g., $20.00) .

Calculate Change: Let the POS calculate the "Change Due." Do not rely on mental

math20.

21212121
5. Count Back: Hand change to the customer, counting it aloud .

6. Close: Place the original bill in the drawer and close the transaction22222222.

2. Card & Mobile Payments

23
e Chip (Insert): For standard cards. Wait for the "Remove Card" prompt .

e Tap (Contactless/NFC): For cards or mobile wallets (Apple/Google Pay). Hold the

device near the reader until it beep324242424.

e Error Handling:
o Declined: Politely ask for another payment method. Do not retry

. 25252525
silently .
o Offline Mode: If the internet fails, the terminal may store transactions to upload

26
later. Continue processing if the system allows

3. Split Payments

e Enter the full amount, select "Split Payment," process the first method (e.g., cash part),

27
then process the remaining balance with the second method .

Module 4: Troubleshooting & Customer Service

Goal: Fix minor issues without stopping the line and handle complaints gracefully.

1. Quick Fixes for Common Errors

e Frozen Screen: Perform a "Soft Reset" by holding the Reset/Cancel button for 5

28282828
seconds. This clears glitches without losing the open order .

e Printer Paper Out: Replace the roll immediately. You must print a receipt to maintain

the audit trail29.



e Stuck Transaction: If a payment hangs on "Pending," check the "Transaction Log" in

the system menu and select "Void" or "Retry"30303030.

2. Void vs. Refund

e Void: Use this before payment is taken to remove an item or cancel an order. It deletes

the record from sales totals31 313131 .

e Refund: Use this after payment is complete. It returns money to the customer and

requires a reason code (e.g., "Cold Food")32323232_

3. De-Escalating Complaints

e Listen & Apologize: Let the customer finish speaking, then offer a sincere apology

(e.g., "I'm sorry you had to Wait")33333333_

e Solve: Offer a clear solution immediately (remake the food or offer a refund). Do not

blame the kitchen or technology34

Module 5: End of Shift & Reconciliation

Goal: Close your shift accurately to ensure the physical cash matches the digital records.

1. The "Close Shift" Report

e Navigate to "Reports" $\rightarrow$ "Shift Report." This will print a slip showing your

"Expected Cash"35353535.

2. Counting the Drawer (Reconciliation)

36
e Step 1: Remove the cash drawer to a secure area (back office)

e Step 2: Separate bills and coins. Count strictly by denomination (all $20s, then all

$103)37373737.

e Step 3: Compare your physical count to the "Expected Cash" on the report.
o Match: Mark as "Balanced."
o Mismatch: Calculate the "Variance." If it is over/under by a set amount (e.g.,

$0.05), report it to the manager immediately38383838.

3. Securing the Terminal



e Log out of the POS system. Note: Logging out does nof lock the drawer; you must

physically lock it with a key or return it to the safe39393939.

e Clean your station and ensure the "Shift Closed" indicator is active
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