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1.  Purpose 

To provide instructions for the Bookshop Operator on how to operate the Barcode computer 
system at the STM. The barcoding system was introduced to improve the stock control in the 
Bookshop. 

2.  Scope 

  Applies to the barcode system installed in the Bookshop only. 

3. Definitions   

  STM ï Sydney Tramway Museum 

4. Procedure 

 This procedure that the Bookshop operator is to follow is: 

4.1 Turning on the computer 

At the start of the day, turn on the computer by clicking on the BLACK BUTTON on the 
computer. Then wait for the computer to load software.  

4.2 Check the Float 

While the computer system is starting up, the Bookshop operator must check the float before 
starting the day. Once checked, the float must be placed in the cash draw (see section 4.5.4 on 
how to open the cash draw). 

4.3 Starting up the Barcode system 

Double click on the ñExpress Laneò icon which is on the left hand side of the screen. The 
following screen will then appear: 
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4.4 Logging On to Express Lane 

Below are the ways to log on: 

a) Enter your user ID into the ñUser IDò field followed by your password in the ñPasswordò 
field. 

b) Should you have not been issued with your User ID and Password, then type 

ñBOOKSHOPò (in upper case) in the ñUser IDò and enter bookshop in the password and 

press the OK button; 

If the above two (2) ways fail, contact the OIC or the Bookshop ManagerRetail Supervisor. 

PLEASE NOTE 
Over the coming months, operators will be issued their own personnel login. The login 

ñbookshopò will be removed from the system once all operators have their own login. 
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4.5 Entering the Opening Float 

Once ñExpress Laneò has been loaded, the following screen will appear.  

 
 

Enter the total float (excluding cents) and press the ñEnterò button. 

 
 

4.6 Using the System 

Once the system is logged on the following screen will appear. This is the main sales screen: 
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This is the main sales screen and will always appear once the system is logged on. 

NOTE: - THE PREFERRED METHODS OF PAYMENT ARE CASH OR CREDIT 
CARD. FOR ACCEPTANCE OF CHEQUES SEE SECTION 4.6.2 BELOW.  

4.6.1 Cash Sale 

The process for a cash sale is: 

a) Scan the barcode on the item into the system. Aò beepò will sound if the barcode was 
successfully scanned. The description of the item should then appear as below: 

 
In this example, ñKogarah Steam Tramsò is sold and will appear on the screen 
together with the price.  

If more items are to be purchased, repeat action ñaò above; 
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PLEASE NOTE:  Barcodes are located on the rear of most items. Barcode label shows the item 
code as well as price and a description of the item 

b) If more than 1 is purchased for the same item, click on the ñQTYò button which is on 
the top right of the screen, and the QTY screen will appear. Type in the number 
purchased using the keyboard or the keypad on the screen. Then return to the Sales 
Entry screen by pressing the ENTER key on the keyboard. 

 
 

c) If an item is entered incorrectly, immediately click on the ñVOIDò button to cancel the 
error line item; 
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d) If the entry is to be cancelled, press the ñYesò button; 

e) However if a customer wishes NOT to proceed with the sale, click on the ñNO SALEò 
button to cancel the total sale; 

f) Once all items have been scanned and accepted, click on the ñCashò button which is in 
the middle of the screen at the top; 

 


