Sales and Service

New Employee Visit Checklist
Employee Name: _________________________________________
Date of Visit: _________________
Employees I met in the Sales and Service Department: __________________________________________________________________________
__________________________________________________________________________

__________________________________________________________________________
	After my visit to the Sales and Service Department I should be able to describe:


(
How to access Teller Transactions
(
How to access Account Manager
(
How to access the Account Tree
(
How to look at notes/comments
(
How to look at transaction history
(
How to balance at end of day
   (  How to do transaction searches

   (
  How to recognize a Void

   (  Look at Quality Review policy
I have a basic understanding of the topics listed above and how they relate to my duties and responsibilities.

Employee Signature:             ______________________________________
Department Manager Signature: ______________________________
