
Chapter 3 – POS System  
Each week your store manager must know exactly what items have been sold, how much money has been 
removed/collected and what hours each employee has worked.  

Each employee should use their own unique clerk ID which they must use when they use the till system.  

If your team members use the till system under a different clerk ID number you must tell them to only use 
their own number, this is to ensure we record who is doing what on the till. 

 

 
All employees must punch in and out as NO PUNCH IN OR PUNCH OUT = NO PAY! 

 

Start the Day  
All employees at Sandwich Artist level and above can use this procedure to start a business day, during 
which all time punches, inventory, sales, and other information 
are recorded for that date. 
 

1. On the home screen, press 
Restaurant Functions and log in. 

2. Press Operations and press Start 
Day 

3. Validate the business date displayed, 
press Yes, Start [date] , and then 
press OK in the message  

 
 

Open the Cash Drawer  
Note The cash drawer does not open if the date of the Start Business  Day  is  not  the  current  day.  

1. On the Cash In screen, use the keypad to enter the values for each of the following items:  
 

● Loose  Currency  —  ​All  bills  and  change  in  the  drawer  
● Coin  Dispenser  —  ​All  coins  in  the  coin dispenser  only 
● Change  Fund   —  ​All  cash in  the  safe  (bills  and  coins)  
● Bread  Count  —  ​All  sub  roll  bread  (including  footlong =  1,  6- inch  =  0.50,  and  mini  = 

0.33) 
● Flatbreads  —  ​All flatbread  types  (including footlong  =  ,  6- inch  = 0.50,  and  mini  =  0.33) 
● Salad — ​All  salad bowls  
● Other — All other carrier types combined (such as wraps, bagels, croissants, etc.)  

2. When finished, press Save. 
3. In the dialog box asking if you want to save the Drawer Count, press Yes to continue.  
4. On the report screen, press Print to print the report or press Save to save the report to the hard 

drive 
5. Press Close.  
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Cash In Drawer 
 

A One Minute Cash-In is know known as a Cash In Drawer report which should be run at the end of each 
shift and at the end of each day. This report indicated any over/short on the reconciliation items and also 
the over/short cash in the drawer and safe, based on the sales that were entered and the counts of these 
items in the store. 
 
 
Before beginning the One Minute Cash-In process on the system, be sure to count 
the items in the store that your Manager requires for reconciliation (bread, change 
refund, cash drawer, etc.). Use the forms to help get it right  
 

1. On the home screen, press Restaurant Functions and log in.  
2. Press Operations and press Adjustments.  
3. Press the date of the discrepancy and then press Drawer A. 
4. Press the Cash & Bread Count Close line and then press Edit.  
5. Without making any changes, press Done on the Cash in Drawer and then 

press Yes to save the drawer count.  
6. Print or save the Cash In Drawer report and then close the report.  
7. Repeat Steps 2– 6 for each additional drawer.  
8. Compare the reports to find the shift where the discrepancy occurred.  

Cash Drops 
Throughout the day cash drops must be completed, for security reasons. 

The purpose of cash drops is to ensure we are not carrying an unnecessarily high level of cash at any one                     
time in the till.  This minimises the risk of stores being targeted in robberies  
and maximises staff safety. Should a store be targeted in a robbery and a till carrying a high level of cash                     
be emptied, this will elevate that store and all stores in our estate to being high risk targets as we will be                      
perceived as being worthy targets for future robberies. 
  
You should ensure cash drops are performed frequently throughout the working day. An appropriate              
amount of money to keep in the cash drawer throughout the day would be no more than £100.00 in bills,                    
plus whatever loose change is deemed necessary. Staff must, without exception, perform cash-drops when              
prompted to do so by the till. Cash drop prompts should not be ignored. Any members of staff identified as                    
failing to do this may face disciplinary proceedings.  
 
Employees should not always wait for a cash drop till prompt instead employees must cash drop when                 
there is more than £50 in notes in the till. The cash drop should be completed frequently to ensure your                    
cash drawer does not contain high amounts of money. 
 
During the course of the day, you must remove cash from the cash drawer and place it in the safe for 
deposit to the bank. This procedure records those movements so they can be tracked later.  

1. On the home screen, press Restaurant Functions and 
log in. 

2. Press Cash Control and press Cash Drop 
3. On the Cash Drop Amount screen, enter the amount 

of the cash drop.  Use the keypad on the screen or a 
keyboard attached to the SubwayPOS® 

4.  Verify at you entered the correct amount, and press 
Save to continue.  
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5. On the report screen, press Print 
to print the report or press Save 
to save the report to the hard 
drive 

 
6. Press Close  

 

 

 

 

 

 

 

When the daily banking is performed each cash drop is counted and taken to the bank. If the money in the 
cash drop does not match the amount stated on the POS system disciplinary action will be taken as this is 
unacceptable. You should recount each cash drop to ensure you are placing the correct money into the 
cash drop safe.  
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End the Day  
Once you end a business day, no additional sales can be made for that business date. 

 
1. On the home screen, press Restaurant Functions and log in.  
2. Press Operations and press End Day. If the cash drawer is open, you are prompted to close it. 
3. Press Yes to close the cash drawer and continue with ending the day.  

Press No to return to the main Operations screen. 
4. Enter the amount of the cash drop and press Save . SubwayPOS® displays the Cash Drop report.  
5. On the Cash In screen, use the keypad to enter the values for each of the following items:  

 
● Loose  Currency  —  ​All  bills  and  change  in  the  drawer  
● Coin  Dispenser  —  ​All  coins  in  the  coin dispenser  only 
● Change  Fund   —  ​All  cash in  the  safe  (bills  and  coins)  
● Bread  Count  —  ​All  sub  roll  bread  (including  footlong =  1,  6- inch  =  0.50,  and  mini  = 

0.33) 
● Flatbreads  —  ​All flatbread  types  (including footlong  =  ,  6- inch  = 0.50,  and  mini  =  0.33) 
● Salad — ​All  salad bowls  
● Other — All other carrier types combined (such as wraps, bagels, croissants, etc.)  

6. Press Save 
7. Press Yes 
8. On the Cash Drawer report screen, press 

Close and then press Yes to confirm 
9. Press ok 
10. Respond to the End of Day message that 

appears 
11. Press Ok in the message that indicates that the SubwayPOS® has been closed.  
12. Press Print or Save on the Storewide Cash Control report, if desired, and then press Close to return 

to the Operations screen.  

Deliveries 
With all deliveries you should check each item is delivered and you should mark it off the invoice before the 
delivery driver leaves. It is your responsibility to ensure all products have been delivered and are of a good 
quality (not missing/broken).  

Mark off the products as the delivery man is unloading his trolly. Ensure all products are 
delivered!  
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Record Deliveries based on Previous Delivery Invoices 
If previous delivery invoices have been entered, they appear and can be used as the basis for entering a 
new invoice.  

1. On the home screen, press Restaurant Functions and log in.  
2. Press Inventory and press Delivery  
3. Press New Delivery 
4. Highlight a previous invoice and press OK.  

SubwayPOS® displays a new invoice based on the selected previous 
invoice. All quantities are set to zero.  

5. Press Invoice # , enter the invoice number, and enter the expected 
total (the total shown on the invoice received with the 
delivery).  

This value is used as a control check to ensure that the invoice 
is entered correctly.  

6. Select the invoice date and delivery time that the delivery 
was received.  

7. Press the quantity box for each item and enter the 
number of cases and units from the invoice; or use Qty+ 
and Qty- to change the quantity.  

8. Enter the unit price and tax.  
9. If partial cases were received, press Other Counts 
10. Press Broken Case or Loose/Unit , enter the appropriate 

quantity, and press Confirm .  
 
When you finish entering the delivery, the total in the black area 

should be the same as the expected total and the = 
number should be $0.00. If there is a variance (shown on 
the right side of the screen), an alert message appears 
when saving the delivery. Variances occur when line 
entries are incorrect or when the values on the invoice 
received with the delivery are incorrect. Review the line entries and check the invoice to find the 
error. 

11. Press Save .  

Deliveries based on a Template 
1. Press Delivery Template  
2. Highlight a delivery template to use, and then press OK . 
3. Enter the invoice number and the expected total (the total shown on the invoice received with the 

delivery). This value is used as a control check to ensure that the invoice is entered correctly.  
4. Select the invoice date and delivery time that the delivery was received.  
5. Press the quantity box for each item and enter the number of cases and units from the invoice; or 

use Qty+ and Qty- to change the quantity.  
6. Enter the unit price and tax.  
7. If partial cases were received, press Other Counts  
8. Press Broken Case or Loose/Unit, enter the appropriate quantity, and press Confirm 

When you finish entering the delivery, the total in the black area should be the same as the expected total 
and the = number should be $0.00. If there is a variance (shown on the right side 
of the screen), an alert message appears when saving the delivery. Variances 
occur when line entries are incorrect or when the values on the invoice received 
with the delivery are incorrect. Review the line entries and check the invoice to find 
the error. 

9. Press Save 
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Cash Payments 

Counterfeit (fake) bank notes have been accepted by Subway employees in a number of our stores and 
they are worthless! When checking banknotes, it is best not to rely on just one feature, but to check a few. 
All staff should check EVERY bank note they receive from a customer to ensure they are real. If a member 
of staff is unsure whether a note is fake or real they should check features of the bank note (detailed below) 
and if still unsure they should ask their manager for guidance. If a member of staff finds a fake note they 
should ask the customer if they have another method of payment as they cannot accept the note at this 
time.  

 

NEW POLYMER NOTES:  
1. Check the see-through window  
2. The tower should be gold on the front and silver on the back  
3. Around the edge of the see-through window the border should change from purple to green  
4. Check the foil patches: When the note is tilted the word five changes to pounds January 2017  
5. Check the polymer and the raised print: the note is printed on polymer which is thin and flexible 

plastic. When you run your finger across the front of the note you can feel raised print in areas 
such as ‘Bank of England’.  

6. Check the UV feature: if you look at the front of the note under the UV note checker a number 5 
should appear in bright red and green while the background remains dull in contrast.  

7. Use the ‘detector pen’: The pens work by reacting with the starch that is present in ‘normal’ 
wood pulp paper. So, whilst they can detect some (but not all) counterfeits printed on paper, 
they won’t detect counterfeits printed on polymer. Be careful as old or dirty pens can be 
unreliable.  
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PAPER BANKNOTE (£20 notes):  
  
NB - £50 notes should not be accepted unless your store has been approved by the Head Office. If your 
store has gained approval for accepting £50 notes you will receive specific instructions on how to check 
each £50 note.  
  
 

1. Check the metallic thread on the back of the note: This appears as silver dashes on the back of the 
note. If you hold up the note to the light it will appear as a continuous dark line.  

2. Check the watermark: Hold the note up to the light and you will see an image of the Queens portrait 
together with a bright £20  

3. Check the paper and raised print: By running your finger across the front of the note you can feel 
raised print in areas such as ‘Bank of England’ and around the number ‘£20’  

4. Use the ‘detection pen’: The pens work by reacting with the starch that is present in  
5. ‘normal’ wood pulp paper. The pen will make marks on the note if it is a fake note (as shown in the 

top image to right).  
6. Check the UV features: If you look at the note under a good quality UV light (note checker) the 

number 20 appears in bright red and green. YOU SHOULD ALSO LOOK FOR – randomly spread 
light strips which should be visible on the front and back of the note.  

7. Check the holographic strip: The strip on the note has a number of foil patches along its length 
which contain alternating holographic images. The positioning of the patches varies along the strip. 
When the note is tilted, the hologram should change image.  

8. Check the see-through register: Hold the note up to the light and you will see coloured  
9. irregular shapes printed on the front and back that combine to form the £ symbol.  

 
 

  
If you have any questions regarding this policy or the instructions on how to check the notes, then please 
speak with your Manager.  New notes and coins will be appearing over from 2017 onwards in the UK so 
make sure you know which notes & coins are acceptable to take in your store.  
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Contactless Payments  
• Attract and retain customers with a faster, more convenient way to pay and save time  
• Increase restaurant thru-put and lower labour costs by reducing customers’ time waiting in line  

 

With Apple Pay/contactless cards, customers use one touch to pay with Touch ID for transactions 
less than £30. There’s no need for the customer to open an app or even wake the smartphone 
display. For Apple pay –  

 

  
1. To pay, the customer holds the phone ¼” – ¾” above the screen of the chip and pin terminal 

and transmit payment card credentials with their finger on Touch ID on the phone. The phone 
will then send the necessary information from the Apple Pay mobile payment app to the 
contactless payment terminal.  

2. The customer will know payment information was successfully sent with a subtle vibration and 
beeping sound.  

3. Once credit card credentials are received and the confirmation shows on the screen, complete 
the transaction as usual.  

  

   

Remember – All receipts should be offered to the customer 
after every transaction!  
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POS System – Question Time 
 

1. You can use the POS system when the End of Day was not completed the night before? 
 True  False 

2. When should a Cash In Drawer Report be run? 
 
 
 

3. You are running late and need to rush out of the store to catch your bus so you don’t have time to clock 
out, can you ask another employee to do it for you? 
 
 Yes  No 

 

4. Why should you mark off the products when they are delivered to your store? 
 
 
 

5. Why should you do regular cash drops? 
 
 
 

6. Pick the correct answer: You should perform cash drops when there is: 
 £100 worth of notes in the till  When the POS system tells you to 

 £50 worth of notes in the till  When you get given a £50 note 

 

7. After entering a delivery you find the expected total is different to the delivery total – What should you 
do? 

  
 
 

 

Trainer  
Sign & date: 

 
 

Trainee  
Sign & date: 
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