
NCR SILVER ESSENTIALS - POS Training Flow from Back Office/POS Training

Assumption: Just powered up tablet and opened Silver Essentials app.

	Comment by Kurt Jacobson: 
Enter PIN (Necessary)
Log In or Clock In

 Clock In allows you to track your hours. If you click Clock In twice the system will present a warning popup asking if you’re sure you want to continue logging in again.
 Log In takes you into POS system.
	Comment by Kurt Jacobson: 
Before adding transactions there are a few things to look at.
 Cloud icon in upper right corner.
 Clicking this will display connection status. If this is anything other than green, call us for help resolving.
 Message icon in upper right corner.
Messages entered in BO will show up here until read. The icon will appear red, with a number in a circle above, when messages are waiting. The icon will change to grey when messages have been read or are not present.
 Hamburger (Slide-out Panel) menu in upper left corner	Comment by Kurt Jacobson: 
 TICKET ENTRY

 Leads back to POS where you can ring up sales.
 The store name will always be on the 2nd line.
 Clicking this will display Store Name, App Version, and Station Name.
 LOGOUT
 Logs out from POS
 The DRAWER menu items will only be enabled if you have a Shift open.
  LOOKUP menu items
 CUSTOMERS, ITEMS, and GIFT CARD BALANCE.
 GIFT CARD BALANCE can only be looked up if you have gift cards enabled.
 The STORE menu items
 TIME CLOCK
 Verifying and manually updating employee times. 
 REPORTS
 Store summary and sales reports.
 BACK OFFICE (WEB)
 Takes customer away from POS to BO via the web.
 The SETTINGS menu items.
 HELP (WEB)
 Takes customer to SILVER UNIVERSITY knowledge base via the web.
 SETTINGS	Comment by Kurt Jacobson: 
 OPTIONS tab (narration only highlights a few items)
 Includes CHECKOUT OPTIONS, CONFIGURE PRINTERS, GIFT RECEIPT OPTION, CUSTOMER PROMPT, TABLE/TAG ASSIGNMENT, PRE-CONFIGURE TAGS, REQUIRE PIN ENTRY, ENABLE TIME CLOCK, DECLARE CASH TIPS.	Comment by Kurt Jacobson: 
 SYSTEM tab
 DATA SYNC
 TEST NETWORK STRENGTH
 Great way to test the signal/connection strength to your CC processing, BO, and Host.
 First step in trouble shooting any network issues.
 ENTER TRAINING MODE (currently not available on Android)
 Only accessible if you have a Shift enabled.
 OPENINIG A SHIFT
 The first time you open a shift you will see a prompt to enter a starting cash amount. This can be changed later with a PAY IN or PAY OUT.
 Press the OPEN SHIFT button.
 You will not be prompted for a cash amount going forward as that’s established the previous EOD (End Of Day).
 Main POS transaction screen layout
 TICKET FUNCTIONALITY (left side of screen)
 TICKET tab
 To add items.
 CUSTOMER tab
 To assign a customer to the ticket
 All customers are searchable by name, telephone, and email.
 TAG tab
 If tags are enabled you can add a tag to the order/ticket (ie. HERE, TO GO, DELIVERY, etc)
 INFO tab
 Add notes to the order and make it a FUTURE ORDER.
 RECALL OR REPRINT
 START A RETURN
 ITEMS (top right)
 CATEGORIES (bottom right)
 CREATING/STARTING A TICKET	Comment by Kurt Jacobson: 
 Choose a CATEGORY	Comment by Kurt Jacobson: 
 Choose an ITEM
 Choose QUANTITY if available.
 Select VARIATIONS if available.
 If VARIATIONS is set to mandatory you will have to pick one.
 Choose MODIFIERS by tapping the plus sign. (if available and set to AUTO SHOW).
 Tap the minus sign to remove a MODIFIER.
 ITEM options (when item is selected) located on upper-right and lower-right half.
 MODIFIERS
 VARIATIONS
 Update selected VARIATIONS for that item.
 ITEM DISCOUNT
 Apply ITEM level discount.
 PRICE OVERRIDE
 Manager override on price for that item due to damage or other.
 ITEM DETAIL
 EDIT ITEM
 This allows you to edit the item in BO from the POS.
 ADD TO FAVORITES/REMOVE FAVORITES
 ADD NOTE
 CHANGE TO RETURN
 Change this item only to a return.
 DELETE LINE
 Delete this item from the ticket
 CLOSE
 Close item options and return to main POS screen.
 Adjusting item quantities after items have been added to the ticket.
 Tap the quantity box to the left of the item.
 Select new quantity.
 Select 0 as quantity to remove item.
 Additional TICKET tab functions (become visible/available after items have been added)
 HOLD TICKET (temporary state)
 Hold a ticket for later recall (ie. Customer left wallet/purse in car)
 Allows you to help the next customer in line, then recall the ticket when the customer returns with their wallet/purse.
 Tickets on HOLD are temporary. That means if they’re in the system for an extended time and you have to update your POS system, all held tickets will be removed.
 RECALL OR REPRINT
 Options
 HOLDS
 RECALL
 To continue with or finish off transaction.
 RECEIPT
 Email or print receipt.
 CLEAR
 Removes ticket (ie. Customer didn’t return)
 COMPLETED
 Shows any ticket already paid for.
 Selecting an item displays new options:
 NEW COPY
 Duplicates ticket to be rung up.
 RECEIPT
 Email or print the receipt.
 ORDERS
 CLEAR TICKET
 Clear all items from ticket.
 DISCOUNT
 Apply ticket to entire ticket.
 PAYMENT	Comment by Kurt Jacobson: 
 PAY

 Displays all acceptable payment methods.
 Allows customer to split payment amongst multiple methods (ie. Gift Card and Cash, or Cash and CC, etc)
 CASH
 Type amount taken.
 Faster way to get to the CASH payment option.
 RETURNS
 START A RETURN
 Can select items from the right half of the screen, or…
 SEARCH FOR TICKET
 Choose ticket from the list
 Click RETURN
 Choose items from ticket to be returned. Or ALL LINES to return entire ticket.
 Click/tap REFUND
 If customer paid with a CC you’ll be prompted asking if you’d like to return the funds to that CC.
 Otherwise, you can choose one of your other payment options to issue the refund.
 DRAWER functions (hamburger/slide-out panel menu)
 Click/tap NO SALE to open cash drawer.
 PAY IN / OUT
 Allows you to add or subtract funds that were not part of a sale.
 PAY OUT 
 An example of a PAY OUT would be taking $10 cash out of drawer to have an employee go purchase supplies.
 Choose amount, choose reason, then click/tap DONE.
 PAY IN
 An example would be putting the change from the employee back in the drawer.
 Choose PAY IN
 Enter the amount
 Enter a comment. This comment will be recorded in a detailed cash reconciliation report.
 CLOSE SHIFT (in DRAWER section of hamburger/slide-out panel menu)
 CASH AMOUNT
 Enter the Total amount in cash drawer. (ie. If you started with $100 and made $150 in sales, the CASH AMOUNT expected to view would be $250)
 QUESTION: Training says “expected to view”. What does that mean? Are they supposed to count what’s in the drawer and enter that amount? Or enter an expected amount based on starting amount and sales? 
 LEAVE IN DRAWER
 The amount you are leaving in the drawer.
 Click/tap DONE.
 At this point you are presented with CASH RECONCILIATION details popup.
 The most important line here is the OVER/SHORT.
  If you notice your OVER/SHORT is significantly off, you can click/tap RECOUNT.
 You can either type the amounts in again after recounting, or click/tap COINS & BILLS.
 COINS & BILLS allows you to enter the quantity of each type of bill and coin in the drawer.
 Click/tap DONE and the new total will be shown in the CASH AMOUNT line.
 Click/tap DONE in the CLOSE SHIFT window and you’ll once again be presented with the CASH RECONCILIATION details popup.
 If your OVER/SHORT is still off you can RECOUNT again and as many times as needed.
 Click/tap CONFIRM once you’ve decided the CASH RECONCILIATION is as you need it. 
 The CLOSED SHIFT SUMMARY window will popup. At this point you can either PRINT a report of the summary, or click/tap CLOSE to finish closing the shift.
 This is the end of the POS training portion of the training video. At this point the training moves back to the BO web application.

