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Introduction

This guide will provide comprehensive information and practical tips on effectively
training your employees on a Point of Sale (POS) system.

The POS system is crucial for any business that sells products or services. It processes
transactions and manages inventory, tracks sales, plus more. However, its effectiveness
is largely dependent on how well your employees can use it. That's where this guide
comes in.

In this guide, we will delve into the process of creating a training plan and schedule,
providing feedback and support to your employees, and evaluating the effectiveness of
your training program. We will also provide practical examples and scripts for trainers to
follow, ensuring a smooth and effective training process.

Moreover, we will discuss who can be trainers. It's important to note that trainers should
be fully trained on the POS system. In the case of a new system, they should be trained
directly by the POS provider. These trainers will then pass on their knowledge to the
other employees, ensuring everyone is up to speed.

Whether you're a business owner, manager, or trainer, this guide will be a valuable
resource for creating a well-trained team and making the most out of your POS system.




Who Should Be Your Trainers

Trainers play a pivotal role when training employees on a POS system training. They are
the ones who impart knowledge, guide the learning process, and ensure that all
employees are comfortable and proficient in using the POS system. But who exactly
should be the trainers?

Trainers can be anyone within your organization who has a thorough understanding of
the POS system. They could be managers, supervisors, or even experienced employees
who have demonstrated proficiency in using the system. The key requirement is that
they must be fully trained in the POS system.

In the case of a new system being introduced, the trainers must receive their training
directly from the POS provider. This ensures they have the most accurate and up-to-date
knowledge of the system. These trainers will then pass on their knowledge to the rest of
the employees.

Being a trainer requires more than just knowledge of the POS system. Trainers should
also have good communication skills, patience, and the ability to teach others. They
should be able to explain complex concepts in a way that is easy to understand and be
patient with employees who may take longer to grasp these concepts.

Trainers are an essential part of the POS training process. By ensuring that your trainers
are well-equipped with the necessary knowledge and skills, you can ensure a smooth
and effective training process for all your employees. In the next section, we will explain
how to create a training plan and schedule.
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Creating a Training Plan and Schedule

A well-structured training plan and schedule are the backbone of any successful training
program. They're a roadmap for trainers and employees, ensuring that all necessary
topics are covered and training is organized and timely.

Here are the steps to create an effective training plan and
schedule:

Identify Learning Objectives: Start by identifying what your employees need to learn
from the POS system training. This could include how to process transactions, manage
inventory, process returns, etc. These learning objectives will guide the content of your
training sessions.

Your learning objectives might include:

Processing Transactions
Customer Management
Managing Inventory
Security Practices
Handling Returns
Generating Reports
Troubleshooting

System Navigation
Order Management
Handling Promotions
Loyalty Programs
Product Lookup
Customer Lookup

Gift Cards

Past Transactions

Table Management
Menu Navigation
Splitting Bills

Kitchen Communication
Layaway and Holds
Clock In/Break/Clock Out
Opening/Closing Procedures



Outline Topics for Each Session: Break down the learning objectives into specific topics
for each training session. For example, one session could cover processing transactions,
while another could focus on inventory management.

Choose Training Methods: Decide on the methods you will use to deliver the training.
This could include demonstrations, videos, manuals, quizzes, etc. Varying your training
methods can cater to different learning styles and keep the training engaging.
Download our General POS Training Guide: Games and Activities here.

Create a Training Schedule: Once you have your plan, create a schedule. Consider the
timing, frequency, and duration of the sessions. Make sure to communicate the
schedule to your employees well in advance.

Assign Trainers: Assign a trainer to each employee or group of employees. The trainer

will guide them through the training sessions, providing instructions, feedback, and
support.

:ﬂkere’s a practical example of what a training plan and schedule might look
ike:

Week 1: Introduction to the POS System

» Session 1: Overview of the POS system (Trainer: John)
» Session 2: Processing transactions (Trainer: Sarah)

Week 2: Advanced Features

» Session 3: Managing inventory (Trainer: John)
» Session 4: Generating reports (Trainer: Sarah)

Remember, the goal of the training plan and schedule is to ensure that all employees
receive comprehensive and consistent training on the POS system.

Now that you have mastered creating and personalizing your training schedule, we will
provide a basic outline to guide you further.



Training Plan and Schedule General Cutline:

Week 1: Introduction and Basic Features

» Day 1: Group Meeting: Overview of the POS system, importance of each feature,
and the training schedule.

» Day 2-5: Hands-On Practice with Trainers: Processing transactions, managing
inventory, and handling returns.

Week 2: Advanced Features and Customer Management
e Day 1: Group Meeting: Introduction to advanced features and their importance.

e Day 2-5: Hands-On Practice with Trainers: Order management, handling
promotions, loyalty programs, and customer lookup.

Week 3: Additional Services and Procedures
* Day 1: Group Meeting: Overview of additional services and procedures.

* Day 2-5: Hands-On Practice with Trainers: Gift cards, layaway and holds, clock
in/break/clock out, and opening/closing procedures.

Feel free to shorten, lengthen, and customize this outline to fit your business objectives.

——
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Role of Trainers in Training Sessions

Trainers should impart knowledge and inspire confidence, provide support, and foster a
positive learning environment. In this section, we will discuss the responsibilities of
trainers during training sessions and provide practical examples and scripts for trainers
to follow.

Responsibilities of Trainers:

 Instruction: Trainers are responsible for teaching the hands-on content of each
training session, ensuring that all topics are covered thoroughly.

. Trainers guide employees through the learning process, answering
questions and clarifying any confusion.

e Support: Trainers provide support to employees, helping them overcome any
challenges they may face while learning the new system. This could include
explanation, memorization, and motivation.

» Motivation: Trainers motivate employees. They should encourage them to engage
fully with the training and aim for mastery of the POS system.

Practical Examples and Scripts for Trainers:

Example 1: Providing Instruction

e Script: “Today, we're going to learn how to process transactions using our POS
system. I'll start by demonstrating the process, and then you'll have the opportunity
to practice.”

Example 2: Offering Guidance
e Script: “| see you're having some trouble with the inventory management feature.
Let's go through it together step by step.”
Example 3: Giving Support

e Script: “Remember, it's okay to make mistakes during this learning process. I'm
here to help you, so don't hesitate to ask if you're unsure about something.”

Example 4: Motivating Employees

e Script: “You're all doing a great job learning this new system. Keep up the good
work, and soon it will become second nature.”



Trainers play an essential role in POS system training. By providing instruction,
guidance, support, and motivation, they can help ensure a successful and effective
training process.

INSTRUCTION

Trainers are responsible for teaching
the hands-on content of each training
session, ensuring that all topics are

covered thoroughly.

SUPPORT

Trainers provide support to employees,
helping them overcome any challenges
they may face while learning the new

system. This could include explanation,
memorization, and motivation.

GUICANCE

Trainers guide employees through the
learning process, answering questions
and clarifying any confusion.

MCTIVATION

Trainers motivate employees. They

should encourage them to engage fully
with the training and aim for mastery of
the POS system.



Providing Feedback and Support to Your Employees

Feedback and support are crucial components of any learning process. They help
employees understand their strengths and areas for improvement, and provide them with
the assistance they need to master the POS system. In this section, we will discuss how
trainers can effectively provide feedback and support to employees during and after the
training sessions.

Providing Feedback:

» Specific and Timely Feedback: Trainers should provide feedback that is specific and
timely. Feedback should be given as soon as possible after a training session or
task, focusing on the performance, not the person. This ensures that employees can
make corrections before developing bad habits.

e Positive and Negative Feedback: Both positive and negative feedback are
important. Trainers should praise employees for their achievements and
improvements and also point out areas that need improvement.

e The Sandwich Method: The sandwich method can be an effective way to give
feedback. Start with a positive comment, then give constructive criticism, and end
with another positive comment.

Providing Support:

e Be Available: Trainers should be available to answer questions and be knowledgeable
enough to troubleshoot problems.

* Encourage Questions: Trainers should encourage employees to ask questions. This
promotes a learning culture and ensures employees feel comfortable seeking help
when needed.

* Be Patient: Learning a new system can be challenging. Trainers should be patient and
understanding, providing extra help when needed.

Here are some practical examples of how trainers can provide feedback
and support:

Example 1: Providing Feedback

e Script: “You did a great job processing the transactions today. However, you need to
be more careful with entering the customer information. You made some errors that
could affect the accuracy of the reports. But overall, you are doing very well using the
POS system.”



Example 2: Providing Support

e Script: “I see you're having some trouble with the inventory management feature.
Let's go through it together step by step. Remember, it's okay to ask questions. We're
here to learn.”

In the next section, we will discuss how to evaluate the effectiveness of your training
program.
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Evaluating the Effectiveness of Your Training
Program

Evaluating the effectiveness of your training program is a step that should not be
overlooked. It allows you to measure the success of your training and identify areas for
improvement. Here's how you can do it:

Use Surveys or Questionnaires: Collect feedback from your employees. Ask them about
their satisfaction, opinions, and suggestions. You can also measure the knowledge,
skills, and attitudes of your employees before and after the training program. This will
help you understand the impact of your training.

Use Tests or Assessments: Evaluate the performance and competence of your
employees in using the POS system. You can use different types of tests or
assessments, such as multiple-choice questions, short-answer questions, practical
tasks, timed assignments, etc. This will help you understand how well your employees
have understood and can apply what they've learned.

Download our General POS Training Guide: Games and Activities here.

Use Reports or Analytics: Monitor and analyze the data and statistics of your POS
system and your business. You can use different types of reports and analytics, such as
sales reports, inventory reports, customer reports, etc. Comparing the performance of

your POS system, employees, and your business before and after the training program
can provide valuable insights into the effectiveness of your training.

Here are some practical examples of how to evaluate the effectiveness of
your training program:

Example 1: Using Surveys

e Script: “We value your feedback on our recent POS system training. Please take a few
minutes to complete this survey. Your responses will help us improve future training.”

Example 2: Using Tests
e Script: “Now that we've completed our training on the POS system, we'll have a

short quiz to assess your understanding. Don’t worry, this is to help us ensure that
we've covered everything you need to know.”

11



Example 3: Using Reports

e Script: “By analyzing our sales and inventory reports before and after the training, we
can see a significant improvement in efficiency and accuracy. This indicates that our
training program has been effective.”

Remember, the goal of evaluation is not to point out failures but to identify opportunities
for improvement.
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Conclusion

Congratulations on reaching the end of the “General POS Training Guide: Training and
Trainers”. We've covered a lot of ground, from identifying who can be trainers, creating a
training plan and schedule, and providing feedback and support, to evaluating the
effectiveness of your training program.

Remember, the key to successful POS system training is thorough preparation,
instruction, continuous support, and regular evaluation. As managers and trainers, your
role is pivotal in ensuring employees can confidently and efficiently use the POS system.

We hope this guide has provided you with valuable insights and practical tips to help
you conduct effective POS system training. Remember, learning is a continuous
process. Encourage your employees to keep exploring and mastering the POS system
even after the training sessions.
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Appendices

Here are some additional resources we recommend and our contact information for
further assistance. These resources can help trainers deepen their understanding of
the POS system and enhance their training skills.

Additional Resources for Trainers:

e General POS Training Guide: Games and Activities: This training guide includes
games and activities for you to use when training your employees.

* POS System Specific User Manuals: These manuals provide detailed instructions and
information on how to use the POS system. They can serve as a handy reference
for trainers during training sessions.

* POS-Specific Training Videos: These videos can demonstrate the features and
functions of the POS system, offering visual aids to complement the trainers’
instructions.

e Online Forums and Communities: These platforms can provide a space for
trainers to share experiences, ask questions, and learn from other trainers around

the world.

Remember, the journey of learning and teaching never ends. Continuous
learning and improvement are key to delivering effective training. We hope this
guide and these resources will be valuable tools in your journey.

Contact Information for Further Assistance:

=
CONTACT US

. (866)3020412

. . . 14
M info@allbusinesssolutions.net




