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SYDNEY TRAMWAY MUSEUM

1. Purpose

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

2. Scope
Applies to the barcode systeanstalledin the Bookshop only

3. Definitions
STM T 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 dayturn on the computer bsticking onthe BLACK BUTTON on the
computerThen 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 placie icash drawsée section 4.85.0n
how to open the cash draw

43 Starting up the Barcode system

Double¢ i ck on the fAExpress Laneodo icon which i
following screen will then appear:
/ / EXPRESSLANE - Register 01 =)<

Registered To: SYDMEY TRAMWAY MUSELM
Serial Mo: 100712000047

Verzsion 5.10

User ID: ||— : .

Password I
Terminal
Setup
L}

0K
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44 Logging On to Express Lane

Below are the ways to log on:

ay Enter your user I D into the AUser | Do fi ¢
field.

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

ABOOKSHOPO (in upper c asbeokshapimthe passwofddrsle r |
press theOK button;

/7 EXPRESSLANE - Register 01 okd

Registered To: SYDNEY TRAMWAY MUSEUM
Seval No: 1001 2000047

Version 510

——————

User ID: [gO0KSHOP

If the above two (2) ways fail, contact the OIC or Bemkshep-Manag&etail Supervisor.
PLEASE NOTE

Over the coming months, operators will be issued their own personnel login. The login
i b o o k s hlmepeoved fronh the system once all operators have their own login.
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45 Entering the Opening Float

Once AExpress Laneo has
¥

Cash

]\

by Itermn | | Apnount Card

7 ExpressLane

Opening Float: |

been | oaded,

End Shif

OK
T 7 9 <-- @
v
| a 6 + ~
GST 1 3 — Alpha
TOTAL S 0 00 * Enter

Enter the total floagexcludingcentsa nd pr es s

r

(i

B e | et m

he

7 ExpressLane

Opening Float: 100.00

AEnt er o

L7 ] * == i@
= 4 6 + r~
GST i 2 — Alpha
TOTAL S 0 00 * Enter

46 Usingthe System

the fo

L s B

buttor

Once the system is logged dretfollowing screen will appearhis is the main sales screen:
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SYDNEY TRAMWAY MUSEUM

#7 Sales Entry E]@
Help  User
B e | =aias e | fmaurt m
A
Search Hold Recall EXIT
7 8 o <-- @
v
|
! GST | 0.00 1 2 32 - Alpha
TOTAL S 0 - 00 0 00 * Enter
Feaqister: 01 Uzer: BOOKSHOP

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 systemA 0 beep o wi | |
successfully scanned. Tdescriptionof the itemshouldthenappea as below:

sound

’/! Sales Entry E]@“
Help  User
Qty Item | Sales Refl: | 1610 Amourt Card
1 KOGARAH STEAM TRAMS a0.00 4
| 7 8 9 <-= @
v
- 4 5 6 + ~~
[ G5T | 273 1 2 C 1 - Alpha
TOTAL S ‘ 30_ 00 0 00 * Enter
. FRegister: 01 . Uszer: BOOKSHOP .
Il n t hi s KaegarahiBtedmeltamsi i s sol d and wi l | appce
together with the price.
I f more items are to be purchased, Tr1 epe
BookshopComputer SystenGuide Page6 of 16 STM6141

Version 1.2-3 1 30/4114/12/09
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PLEASE NOTE: Barcodes are located on the rear of most items. Barcode latekisbdatem
code as well as price and a description of the item

b) I f more than 1 is purcha@®EYd baowhithosoe s
the top right of the screen, and the QTY screen will appear. Type in the number
purchased using the keybdaor the keypad on the screen. Then return to the Sales
Entry screen bpressing th&NTER key on the keyboard.

am

/7 Sales Entry E]@
Help  User
QTY: 2 Gash
o tem | Sals Rar, | 1812 Amaunt Card mm
1 KOGARAH STEAM TRARMS 30.00 A
m =T |
|
|
|
7 8 < —- @ '
v
- 4 5 + o
|
! [ GST | 273 1 2 — Alpha
rovaL s 30.00 [ o - [ = o=
FRegister: 01 Uszer BOOKSHOP

c) If anitem is entered incorrectly, immediatelick ontheivOID 0 button to cancel the
error line item;

/7 Sales Entry E]@
Help User
1 KOGARAH STEAM TRAMS 3000 4
e R e
3 EOooapall CTEAkd TR AR |
i
i
7 8 9 <-- @ |
v
_ —| a 5 6 + ~
1
| | GST | 5.46 1 2 3 — Alpha
ToTaLs | 60.00 [ o | - | oo | « e
Feaister: 01 Uszer: BOOKSHOP
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d) Iftheentryistobecancele, press the AYesoO button

e) However if a customer wishes NOT to pro
button to cancel the total sale;

f) Once all items have been scanned and accegiekip n t he fACasho but't
the middle of the screen thte top
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