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Sorting and Shelvi ng
DONATIONS

Where do they come from?

People in the community (and organizations, too!) bring donations almost every day to Indy Reads
Books. If you see someohelding boxes or bags of booliad looking a biconfused, chancesr e it ' s a
book donation.

If you see someone who seems to have a book donation,should ay:

- Is that a book donation?
- Do you need help carrying those in?
- You can put those in front of the processingm. [Be sure to show them or point tohereyou

mean]Ex ampl e: “ Judstp ugto tabtheemmdumder the yellow sig
sign is helpful.)

- Can | get your contact information? [have them
I nfo. "]

- Do you need a tax receipt?
[Tax receipts ar@lsostored under the frontount er on the clipboard | ab
| nf oherearldn’tt any more on the clipboard, you ca

front computertheme:
C)\DesktopStore Signage, Fornistc)\IRB Donation Tax Receipt Windodexy

Sorting donaions
Some donations we keep to sell in the store. The donations we keep are:

- In very good condition

- Current

- If not current, at leashistorically significant, popular, and relevant to today

- Anyother booksthat are odd, curious, funy, interesting, beauful, or somehowmake you
saythink“ t hat ' s neat!”

Donations that we don’'t keep to seGiggildcompange st or e
that attempts to sell them onliné/Ne receive a portion of the money fromthesdfe. t hey can’t se
them for us, they recycle thenfSo know that ALL of our donations go to a good place!)

We neversellVHS taes, cassette tapes, or magazines.

On the next page, you'll see a breakdown of how t
of the avemge donation, and scan the rest to either sell online or recycle.

R'E%YQ
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We keep about 25% of the books donated to us.
The rest are scanned and either sold online or recycled.

Winners
3%

Winners(3%)

Keeperg22%)

basement backstock.

A TYPICAL DONATION

AWESOME, pristine, current books that will sell
almost immediately! These are stored in the
processing room so we can put them out.

nice books that meet our standards for
condition/currency. These are stored in our

Scannerg75%)
books that we will have trouble sellirig store.
Scanners These are scanned via Stuffraiser and (pending
75% the outcome) either sold online or recycled.
Shelve in
. Processin
Winners > X
i Roo m!
- In near perfect condition
- Very, very curreni{2012 or 2013, usually)
Shelve _in
Keepers > Basement
- In very good condition Spine and cover look good, pagesean ' t r un Backstock!
Zero or near zero markings in the book.
- Current or currently relevant
Scan and
- In poor condition. Cover looks dated, or is ripped. Spine is damaged. Pagge send to
arer led or bent. :
Hmpred orben Stuffraiser
- Not current, or not currently relevant.
- ANY BOOK THAT LOQHEE IT WAS PURCHASED AT
WALMARTTARGET/COSTCO, E{palpy, mass market hardcover fiction
by authors like James Patterson, J.A. Jance, etc.)
- Library books or advance copies
AEADS
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Rules for Keeping Books
Condition

- Cover looks clean and practically pristine
- There are almost no markings in the text of the book
- None of the pages are ripped, torn, or rumpled

Current
This varies with genre. Some of tlisubjectiveThereare some oubf-date books thatome back in
vogue But a general rule is:

Check the publicag y R S I y R Islthéa qubjettdidhiibd@®k sbriething that has
changed withtime2 & (G KS 06221 aidAftf NEBft SPIFryi> oFaSR 2y

You can find the publication date on one of the first pages of the hobk&rethe Library of Congress
information is listedGener al | vy, if the book was published befc
i ¢ atechnology, business, travel,ather* cur r ent affairs” book, a public
puts its currency in question.

Noteromance is a genre we don’'t necessarily need bec
sells as it is. So nearly all paperback romance should be sent to Giggil.

2214& @2dz aK2dzZ R {1 SSLI 9+9b LC (KS@& R2Y(
currency.
- Anything by Kurt Vonnegut
- Famous young adult/teen book seriekke Harry Potter, Percy Jackséiunger Gamesintage
Nancy Drevor the Hardy Boysetc
- CLASSIC paperback fictitike Walden, Jane AusteRlato, Melville, Dickenstc. This is our
bestseling section and wedwve trouble keeping it stocked.
- Anything else that is cool enough that you feel we should make an except ion (let your book
loving heart guide you!)

R'E%YQ
BOOKS page |4



STUFFRAISER

Stuffraiser is a service that allows us to scan the barcodesakfdthatwe don’'t t hi nk we <ca
store, to see if they might be sellable online2 dz 8 K2dz R aOly 99w, 06221 GKI G
in store before recycling it.

How to scan books for Stuffraiser

Step 1 Using the computer in the back of the processing rogoto the Stuffraiser website

(www.stuffraiser.con). Login agolunteer@indyreadsbooks.orghepa swor d i s “911massav

shou

d

take you
www.stufraiser.com/ship/new

Step 2

Step 3

cape from the Holocaust (Rosemar

quﬂkalser ltems 30

Va
~ Retail: $5.98

You're Only Old Oncel: A Book for O...
LE G

e

Retail: $9.00

Bryson City Tales: Stories of a Doc..
—

=

o po

t o (pictared béldsvklfanat, ersten this LBRhb:i p ”

® Price Check Only

Tax Receipt: $439

Non-Library

Estimate: §0.10

NoaLibrary

Estimate: §2.12

Non-Library v

Step4

Local Charity ftems: 324
Amelia Earheart (History Maker Bios
Retail: $3.99
Biood on the Risers: An Airborne 5o

Retail: $3.95

r

Seasons of Our Joy: Handbook of Jaw.

e |

Tax Recept $2569

CLOSE & DONATE

page

Step 2 Make sure your cursor is blinkimgthe blank labeled 2The scan the barcode of the bookThe
ISBN #1ill appear here(If the book has no barcode, type in the ISBN # here). Wait a moment, atid you
see the book appear in one of the two columns below.

Step 3 The column on tle left (labeled $uffRaiser)is books that WILL sell online. Put these in a box to

send to StuffraiserThe columnto the rightis bookghat will NOT sell online.t&fraiser will nd accept
them. Reevaluate each book thdallsin this category-isthere ANY way we could sell it in the store
(Pay What You Can cart, et@)If there isrt, then recycle iin the binsoutside the lilding.

Step4: When your Suffraiser box is full, clickClose &Ship” A shpping label will automatically be sent

to the volunteer@indyreadsbooks.orgmail account. You can logim this account via gmail (the

passwords“indyreads) ard print the label. Themglose the box, attach the labatwrding to the
instructions inthe email, andshipthe boxto Suffrasier so we can make sonmoney!

page
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CLASSIFICATION OF BOOKS

BookFormat
(Departmen)

Thereare four main formats of books that we stock (imour checkousystem[POS]these formats are
|l i sted under “Departments”). Our prices are based
important to be able to identify them.

- Paperback$2.99) a cheap, mass market
printing of abookwith a flexible coverlt is small
(bet weren t®” | ), printed on c
and hasa cheap binding. ystery, science fiction,
and popular fiction(John Grisham, for example)
are often printed as paperbaskPaperbacks might
originally retail for $-$10. A paperbacks small
enough to fit in a cargo pocket in a pair of pants.
- Tradeback$5.99):a more expensive
printing of a book that also has a flexible cover.
TypicatlyaRler t haihnota papert&k
fit in your pocket!). It uses nicer paper than a
paperback, and originally retails for more than $10.

PaperbackFits in —{ TradebackBigger, nice - Hardcover($6.99): Similar to tradeback in
your pocket, cheap|VS:| paper, costs more size and quality of paper, but with an inflexible,
] hard cover.

- Oversizg$8.99): Much largerian a
tradeback/hardcover, it may have #iem a flexible or inflexible cover. Cookbooks and coffee
table books are often oversized. The original retail price is usually $30 or more.

Paperback Tradeback Hardcover Oversize

Indy Reads Book s Volunteer Manual page |6




Categories/Genres
Theseare the categories of books we stock:

Autograpled

Box Sets

Business
Children’ s
Classic Literature
Cookbooks

Fiction

Fine Arts

Folklore and Mythology
Foreign Language
Gardening

Graphic novels/Manga
Health

Home Arts

Home Dec/Improvement
Humor

Local Interest

Music

Mystery

Natural Healing

Parenting

Philosphy

Psychology

Reference

Religion (Christianity, World Religions)
Romance

Science

Science FictioRantasy
SeltHelp

Teen

Travel(Literature and guidés
Young Adult

by,
|

R4 l“'l"t'1~| Son
W W I ."ku

Thereis some overlap between the categories (which means classification is somebfettime). If
you find yourself questioning what category to place a book in, check out that page in the book with the
Library of Congress information. uguallywill give you both specific and general topics the book covers

and help you classify it.

There are a fewother places you can look for hints about categorization:

- on the spine of books (specifically paperbacks)
- on the back cover in one of the upper corners

- inside the dust jacket



PROCESSING ROOM

The processing room vgherewe store premiumused stock that needs to go on the sales floor

immediately( i t ' s t he room behi ndIltisdisewherawelscaofooksviei | dr en’ s
cannot sell via Stuffraiser to determine if they would sell online (more on that later).

Genres are giverheir own shelves or a section of shelvinghe processesing roonYou can locate
genres by finding the labels and peashotes on the sides of shelves and hanging on the walls.

We want to keep the processing roastean, organized, and navigable.

So,fshel ves become too full, it’s time to do some ¢
area and keep them in the processing rodrake the rest of them to theappropriate section in the
basementfor shelving in our backstogkore about thisater!).

ALPHABETIZATION

All books we shelvim the store areplaced in alphabeticalorddry aut hor ' s | ast name (
except i ons..ntweease of an huther with three names alphabetize by the LAST name

unless the last two names are hygtated. For example, Alexander McCall Smith would be categorized

under SMITH, ALEXANDER MCCALL; Alexander-$to@ialvould be categorized under MCCALL

SMITH, ALEXANDER.

ALPHABETIZATION EXCEPTIONS

- Memoir/Biography. Books are shelveakcording to the lasname of the subject of the bodk THE
SUBJECT'S NAME is mentioned in the subtitle or ti
subtitle, alphabetize by aut h darilyrseMohr@aesMovierstabye . For
SarahJohnson, would be alphabetized under MONROE, MARLIYN, while theHmGRass Casthy

Jeanette Walls would be alphabetized under WALLS, JEANETTE.

-/l KAf RNB¥QaEon't alphabetize this section because |
thereis really no point.

-World ReligionsCat egori zed FIRST by the religion, then by
- Home Arts Categorized by subject/topic.

- Travel Travel literature (top shelf of travel section) is alphabetized by autfest name; travel guides

are alphabetized bplace name

TAGS
All books in the store must have a price .thbese are printed on the computer in the processing room.

Date range of tag printing (helps us know how
long the book has been on the shelf)

1 Department of book (PB=Paperback, TB=Tradebac}
\“m HC=Hardcover, etc.), then Category of book (Myste
114

Price of book

page |8




PRINTING TAGS
H e r koW ® print tags on the computer in the processing ro@dNLY PRINT AS MXNAGS AS YOU NEED.

@
[l

STEP :1Open the tag
printing program (POS)
by c¢clicki
by the Windows start
button.

ng

File  Setup Products Purchase Orders |Inwentory | POS Custormers Reports

& POS

o Reprint Tags

D PLLISKL

STER: In the POS, select Inventory> Reprint Tags

- Prepare Item List to Reprint Tags

P4

Location 10
="
=i
e

Department

Categary

P
B<

E]C:l‘

Supplier
Brand

Tag Selections
Include For O o Megative Qby ives:
Append To Existing List? Yes b
Reptint Qty 1

: - Department

P

|3 Audio Books

/  Department

Author Donations
Eook Order
Chapbooks
Children's
Christrmas
Clearance

ovD

Engine Books
Food 2: Beverage
Gift Cert,

Hardcover

mn

1 Irverntory 4
2. Reprint Tags G T
3. Transfers b | Suf ‘ ) !
(B ] Fiter by: [pLUjsKU -/
5. Inventory Counts 4 - ' = \ - n
f. Markdowns & Price Groups 0@ [ B Propuc Lt H [E2] From PO ]
- Help " [ools "balesHep"Lustomers
9. Loyalty Points Planning
STER: In the new window that pops up, choose
“Prepare List.” You’ Il
kind of tag you're crea
STER:
-Click the button next to “Department,
you' r e | adulebboksrthis will lfe@ither Raperback, Tradeback, Hardcover, of]
Oversize.Fornecadul t books it wildl be either
also departments for DVDs and CDs
-Click the button next toat€Gabepgoown, To
| abeling. A few depart ment s -aduibbooks, Chsecande
DVDs.
-Enter the quantity of tags you need i
-Repeat for the other items you're | ab
-Printallof your tags by pressing the “Prin

page |9




Whereto put the price tag

Put the price tag on the back of the book over the existing barcodé&éifeis one), or som&here
toward the bottomwherethere is no important information that will be covered by the tag.

(If there is another price tag on the book from a different store, be sure to remove it during processing
so that it doesn’t confuse the customer. I f the t
care of that with some Goe&one, which we keep in the kitchen)

Book sets

If we receive a donation of@ompleteset of books (particularly if it comes in a box or sastieer
container specific to that set of books), then we can sell the books as a complettheaithan
individually.

When printing a tag for a boddet, select Department>Sets. Print the tégen talk to a manager/asst.
manager about pricing (the tag will say $0.00, because pricing for book sets is done ofbg-case
basis).

/"A’\
¢ INDY *
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ROTATING BOOKS

When to pull a book from the shelves

We try to keep thestock on the floor relatively fresh. By looking at the tags on the books, we can tell

how longa book has been on the shelves. If the book has been outéordqmont hs al ready and
fully meet our criteria for condition and currency, it might be titogoull that book off the shelf and

replace it with something better.

HOWEVER, just because a book has been on the shel
sell. We've sold plenty of books in July that wer

Theefore, the rotation of books is somewhat subjective. If a book with an old tag fully meets the criteria
for condition' currency, it might make sense to leave it on the shelf even if it is old.

Rotation of books also depends on the quality of stock inptteeessing room/basement. Rotating stock
only makes sense if you have much better stock to replace the old books with. For exathple wWas
agreatdonation of current, pristine science books that are going to sell well, you should rotate the stock
in the science section to make room for the new books.

What to do with a pulled book

Pulled books shouldither be scannecdor put on thePay What You Carart. Scan the booK it does not
meet our criteria for condition/currency. Put it dhe PWYCcart (see below) if it is a book with some
redeeming quality that might still have a chance to sell at a discounted price.

PAY WHAT YOU CAN CART

ThePayWhat You Can Cagtcart is located by the front door (oh& RH side if you are walking.in)
These are books that are unique or noteworthy in some way, but likely widdlat regular priceon

the floor. It is similar to a clearae cart. Customers can hame their own price for the books on this cart

What goes on the PWYC cart?

- Bookswe haveduplicate copies of

- Very damaged copies of classics or really good books that could not sell @ regular price
- Oldlooking, but not actually rare, books. (Often used for art/decorating purposes)

- Any other book thatould be used in an art project

- Oddball, interesting, fuky, retro, vintage, hipster looking books

- Anything elsé¢hat catches your fancy!

When you put a book on th&ay What You Can Ct

Print a tagwith the department‘Pay What You Cafno category). It will say $0.00, but when scanned
at the register it will allow the customer to name his/her price.

leyl{J[}(S 11
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Basement

The basement is where we store our back stock. It took us a long time to get it tidied up, so please help
us keep it that way bNEVER PUTTING BOXES OF BOOKS IN THE BASEMENT

Most of the books you keep during the sorting will be stored in their respeptaces ON THE SHELVES
in the back stock (only the “winners” wild/l be sto

SHELVING BOOKS IN THE BASEMEN T

The key thing to remember:is
NEVER PUT BOOKS IN A BOX IN THE BASEMENT

Instead, find the correct shelf for the categoryhafoks that you are shelving, and place the book on
that shelf. If there is no room on the shelf for the book, remove a book of lower quality sodraed
and possibly sent to Stuffraisemd let the book of superior quality take its place

/"A’\
¢ INDY *
)
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ORGANIZATION OF THE BASEMENT

Popular fiction authors (John Grisham, Clive Cussler, etc.) in individual boxes

Home arts Fine arts
Cooking Local

U; con) =)
= —~ | © ) =
5] )
= ° 3 3 | =
o | L o 9 Z .
= o B S |3 - Travel | Anthologies
c S| 3 g | = 2 :
= g | I o ® Humor Business
= = > E‘ : .
O 2 g S |3 a Philosophy | Politics
9 23 g |3 S Reference | Drama
D o | © ge] ) K
5 o |8 g | B Health Plays
= S E = = 5
o = | = — | = = Wo me n
= c | € c s Q| w .
< - S |2 8 |5 Q| x Studies =
> = G | .8 o | B = 8 ~ o
S 8 T | o |3 el e Selfhelp e
0n = = = = L O n
= == = Q| o Psycholo =
T = 3|3 3 |3 S| 86 yEnoogy 3
< | < < o o Science <
<
~ o)
c
>
(@]
>_
c
o
- S
Classics: Hardback and Tradcover, paperback separate S
Chi | dooksn ' s
Door
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Cash Register

CUSTOMER SERVICE
Webve our customer s! Wit hout t hem, we woul dn’ t h a:
important that we always make our customers feel welcome and at home in our store.

Remember this siple customer service cliché:

The answer is always YES!

No matter what a customer asks you, the answer is always YES!

“Can you check to see i f yAsllhaylDgngen & owo p Y aafk sWiolclki?
“Do vy o uBandaid?r é a
“Can anyone wsthe restroom?

YES, YES, and YES!

Other customer service guidelines to remembher

1. Greet customers when they enter the store, so that they know thilecstaff are.

2. Be ready to offer assistance to customers who seem to be looking for somethingcspecifi

3. Make sure customers don’'t wait at the register
4. Attheendoh custvamert’,s say goodbye in some way (“Hope
stopping by,” “Have a nice day, etc.)

BEHAVIORAL GUIDELINES
A few gudlelines specific to Indy Reads Books:

1. 52y Qi AYy(iNHRS®
This means-try to keep out of the way of customers as much as possible!
When you sort books, keep your piles of books out of walkways and highly visible areas of the
store. When youatieomavkegp aycwmveosisce | ow. Don
with a customer longer than he or she is interestdc customer is browsing a particular
section, shelve books in a different section.

2. Always be courteous.
No matter how rude a customer is, alwgagnaintain courtesy and follow the customer service
guidelines above.

3. Respect privacy of book donors.
Don’'t begin sorting/going through a book donat
can be personatthey tell a lot about the person. It igery rude to look at their books while
they are still in the store; it is especially rudectitiquet hei r books whil e they’
storel

4. Respect the front computearea

/"A~\
Rtk | "
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Don’'t visit inappropriate web sithautpermissibnoTy t cl os
to keep the computer desktop and computer area neat.

DRESS CODE

Dress at Indy Reads Books is pretty casual: you can wear jeans-ahiltaftyou want. When deciding
what to wear, consider that yomight be bending, squatting, clibming ladders, and reaching up to tall
bookshelvesTherdore, miniskirts and super lowut blouses are probably not a good idea.

Just use your common sense and wear something comfortabteythacan move around in easily
without exposing your néter regions.

Always wear one of the Indy Reads Books VOLUNTEER badfeatons (you can find them hanging
from lanyards in the processing room) so that customers know they can ask you for help if they need it.

CHECKOUT PROCEDURE S
Normal Checkoutg Cash, Card, and Gift Céditate

1. Open the POS program on the front computer (click the brown

@icon with the “B” in it). For checki

e screen that looks like this:
;i

[ User at IndyReadsBooks : MutiFlex FMS Books - T
Fle Zetup Ireentory POS Custorness Reports Systern Window Help
& P05 ==E
EFy] ficonhouss Systems inc. 1y, 07 11:32 AM cubee; User Sabes P Lger Customer :
PLU Description Oty Price Disc. Total Summary
~ Total Oty 0.00
Total Discount 0.00
Sub Total 0.00
Total 0.00
Tendered 0.00
Balance 0.00
Change 0.00
Transaction NIA
UPCIPLU :
F1 F2 F3 F4 F5 F& FT F8 F9 F10 F11 Fi12 Enter
Help Tools | Sales Rep | Customers| ventory Motes ) ek Eyanee |l Bemme Retm || (277260 (|Tote HEe Far
B o iors BE D

(I'f you don’'t see that screen, ciflagskedko entdr& P OS
l ogin, enter *“User” f o+theteismopassverd.name and pres
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2. Scan the customer’s items with the black s

3. When you have scanned all of the items, tell the customer his total and press Enter.

4. Thisis what the screeshouldlood i ke aft er yYowwillpaeetsrne of* Ent er .
the payment options on the right based on how the customer wants to pay.

] yReadsfocks Bocks L e — e e —— h i B B o] 5 il

Eile Setup Jrwentory POS Customers Beports  Sytem Wndow Help

ki

(NOTE: we do not tak@iscover cardr personal checks Al so, even i f the
card is technically a debitcd, ring it up as a credit card).

Payment bycredit/debit card
1. Select the credit card type, @ier by clicking on it or using the keyboard shortcuts on
the left.
2. Confirm the payment amount by <clicking “Do

I ndy Reads Books Volunteer Manual page |16



RMS Books = 2

entory POS Customers Reports Systern Window Help

EE=]
| Monday, 12 05:41 PM Cashier : User Sales Person: Lser Customer |
Amount -~ Summary
- c CASH ‘ Total Qty 1 ‘
&l —sel)) | [y VISA Total Discount  0.00 ‘
Amount
6.4 M MASTER ‘ Sub Total 599 ‘
o] ‘ Ci |
“ V one ] H x ance " A AMEX ‘ Sales Tax 7 % 042 ‘
D DEBIT ‘ Total 5.41 ‘

3. Sel ect “Xwiyge” or
(Swipe is the default, easier option. Only use Key if you have tried to Swipe multiple
times and the machine simply will not read the card.)

4. To Swipe, it works best if you tilt the card reader at a lathan-90-degree angle and
swipe the card downdiagonally. If your swipe is unsuccessful, you will see a screen that
should looKike this:

= DEBIT Total 6.41

; . Store Credit Tendered 0.00
Il Mesiage o

' Foriegn Currency Balance 6.41

| Swipe Card Timeout'Cancelled |

W Gift Cert.
= Check
(Goahead andtryagamr-i f it still won’t work, you may

Otherwise, the swipe was successful. Prédsstel’ one more time to print he receipt.

5. Have the customer sign the receipt. Pldlce receiptto the left of the keyboard on the
pile ofother receipts.

6. Askthe customeritheywoul d | i ke a copy of the receipt
from the bottom meceiabhd”c(tbke kBRgpoand Ra
action is F2>RR.

7. Ask the customer if he would like a bag for his books. Tkiark for stopping by and
makethem feel good about the transactiord




Payment bycash

1. Sel ect “Cash” or use the keyboard
2. The defaul t “Tendered Amount” t hat
purchase ($6.41 in this case).
3MS Books = 9
ntory POS Customers Reports Systern Window Help
EEE]
. Monday, 12 05:51 PM Cashier 1 LUser salesPerson: Uger Customer ;
Amount -~ Summary
] =5 c CASH Total Qty 1 ‘
Amount m v VISA ‘ Total Discount 0.00 ‘
| W/ Done | | X cancel | M MASTER \SubTotal 5.99‘
| A AMEX ‘ Sales Tax 7 % 0.42 ‘

short
shows

3. Change the Tendered Amount (if necessary) to the amount the customer gave you. In
this case, the customer gave a $10 bill, so we would change #6$1D, and then press

“Enter’:
D DEBIT
N Store Credit
W casH -
Tendered Amount 10 Currency
Gift Cert.
|V Done | | X Gencel | ‘
T—— Check
o On Acct.

Total 6.41

Tendered 0.00

Balance 6.41

4. The payment entered shows up in the top left of the screen. Confirm that this is correct,

and thenpress” i&er” one more tim

e.

5. The cash drawer will open and a receipt will print. The change due (if any) will show up

in the bottom right hand corner of t

he screen:

E>‘Change 3.59‘ Sel eCt “TOOI S”
Transaction NIA‘ C | | C k “ R e p r | n t
n re Fo 1o 1 F12 Enter shortcut for this action is F2>R.
Flailel | Eeppzmeiy | Fammomge Return™ | NEm BEEH NoiE DTeeE Pay
‘ ) N, ¢ 200PM g
& 1 8/7/2013

6. Ask the customer theywould
like a copy of the receipt. If they would,

from
Recei

7. Ask the customer theywould

like a bag for hishem books. Thankhem for stopping by and makinem feel good

about the transaction!

cut
up

t he
pt



Payment byserialized gift certificate
A qift certificate is serialized if it has a specific serial number assigned to it. This wilited pri
on the front of the gift certificate.

FIRST TIME USE SERIALIZEBIFT CERTIFICATE

1. Select “Gift Certificate” or use the Gift
2. Type in the Gift Certificate number:

D DEBIT Total 641
b ore Credit Tendered 0.00
Il Gin Cert —
- urrency Balance 6.41
Gift Certificate Number
Gift Cert.
v/ Done X cancel
e Check
[o] On Acct.

3. The amount of the gift certificatéor the total amount that can be applied to this

purchase)will appear as a payment in the upper left corner.

If the amount duewas MORE than the amount of the gifedificate, tell the customer

the balanceremainingand proceed as usual with #hiem a card or cash paymén

If the amount duewas LESS than the amount of the giéirtficate, a “ st ore cr ed
will be issued with the receipETAPLE THIS SLIP TO THE GRFFMKICATERd let the

customer know that this is their remaining balance on the gftificate.

4. Press'Entef’ to finalize payment.

5. Askthe customertheywoul d | i ke a copy of the receipt
from the bottom menu and click “Reprint Re
action is F2>R.

6. Ask the customer theywould like a bag for hishem books. Thankhem for stopping
by and makeéhem feel good about the transactiord!




(SERIALIZEBIFT CERTIANTES THAT HAVE BEEN USED BEFORE

This will be rung up as store credit.

1.

F e e LB |

—_—

Select “Store Credit” o s e ! ‘re Cr

SS. Ave,
Indianapalis, IN 46202

keyboard shortcut N. R

Refer to the custoither’ s/ Note k,\ slip
should be stapledd the gift certificate. Eiter scan et dote gl ozwots | ﬁc

the barcode at the bottom or type in the store credi o 3,94 “ d

code (INDjs, then a number representing the store e J |

credit ID which is printeduinder the barcode i |

The amount of the store credit (or the total amou

that can be applied to this purchase) willpgar as a
payment in the upper left corner.

If the amount due was MORE than the amount of
the store credit tell the customer the balance
remaining and proceed as usual withtkeém a card or cash payment.

If the amount due was LESS than the amount of the store crealit additional

“store credit” slip @ITAPLETHISSLIPIG@THE GIFWwi t h t
CERTIFICA®E welland letthe customer know that this is their remaining balance

on the gift certificate.

Press'Enter’ to finalize payment.

Ask the customer they would like a copy of the receipt. If they would, select

“Tools” from the bottom nekayboardstortat i ¢c k * F
for this action is F2>R.

Ask the customer if he would like a bag for his books. THaark for stopping by

and makethem feel good about the transactior!

o

NO.
‘Enter your store policy in this section
& it will only print on store credits,
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Payment bynon-serialized gift certificate

This will be nreated as a coupo

It is a onetime use ONLY certificate/coupon.

1. After scanning the items, but BEFORE you e
Di scount” from the bottom menu (or use the

screen that looks like this:

Total 6.41

o)

Discount Per Unit m Wi i

Discount Reason Damaged Salance s41

Discount Type Total discount

v/ Done I X cancel

2. Change thaliscount type to $ instead of %.
3. Typeinthe amountofthenee er i al i zed gi ft certificate 17
4. Change the Discount Reason from “Damaged”

now look like this (assuming the naerialized gifcertificate was for $5):

Discount Type

Total discount

| Vnane |

X cancel

Total 1282
] =)
Tendered 0.00
DiscountPerUnit  5.00 $
............................................................................... Balance 1282

5. Press‘Don€.
6. A $5.00 discount will be distributed equally across the items in the purchase. Proceed
with checkout as usual.

If the non-serialized gift certificate/coupon was for sARGER amounttiei KS G2 G F f R dz

Youshould notfy the customer thathere is still more money remaining on their gift
certificate and that it is a ONE TIME WB¥LY certificate/coupon. If they do not wish to add
any more items to their purchase, you should follow this procedure to apply the discount:




1. After scanning the i1tems, but BEFORE you e
Di scount” from the bottom menu (or use the
screen that looks like this:

. ‘ Total 6.41
[ ] ===
Tendered 0.00
Discount Per Unit m [ % |

 Balance 641

Discount Reason Damaged .

Discount Type Total discount -

[ v/ Done | . X cancel ]

2. Change “Discount Per Unit” no t1l®d0CwuELhma.nge
3. Press'Doné’ and proceed as normal with checkout.

Selling a gift certificate

1. Retrieve a paper
gift certificate from under
the register (located next
to the receipt printer).

2. Type “gift” int
UPC/PLU space at the
bottom of the screen. A
dialog box asking for the
gift card serial number will
appear.

3. Enter the serial
number written on the
paper gift certificate, then
enter the amount the

; customer requested in the
F1 F2 ~F3 F4 F6 F6 F7 F8 F9 .

- Help || Tools | SelesRep| Customers| Inventory | Notes | 0 |l e | window that appears. Press

’.7 I "() E::Fm Enter'.

4. Date the actual gift certificate and e the its valuein decimal form—$14.00, NOT $14.
5. Proceed with checkout as usual.

Enter Serial Number: |

WI ” X cancel I

UPCIPLU : gift




DISCOUNT S
Teachers receive a 15% discount on their purclhase

Apply this by clicking “Tot al Di scount”™ (F12), th
‘' Di s c ountbVIREeackeo. if & teacher also lzasonserialized gift cat, apply the coupon

di scount first, then apply the 15% discount and c
di scounted price.”

& (5l

Discount PerUnit 15 Yo

Discount Reason  ¥IPfTeacher -

Discount Type Total discount v

l 3/ Done l > Cancel l
13,200
B

H F6 F7 F8 F9 F10 F11 Enter
tony MNotes On Hold Layawey || Remove Return ftermn Disc. Pay

New books and book orders are 20% OFF LIST PRéahooks are displayed on

the desks and tables around t h20% totlldooks.(thisfasp | v an
applies to boolorders).

IMPORTANT : Discounts cannot be combined

Only apply one discount per ita.

In the example below, a teacher purchases a new book and 3 used books. Here is how to do the
discounts correctly:

Microhouse Systems Inc.

MultiFlex Retail Management System ThurSday’ 03 12:28PM Cashier - User SHeEmm
STER: Apply the
PLU Description Qity Price Disc. Total TOTAL DISCOU NT

0751314005502 Green Fislds and Running Brooks 1 2395 20.00 % ) (F]_Z) of 159irst.

116 Tradeback 1 599 15.00 % 5.09

112 PB Romance 1 299 15.00 % 254 STER: Then apply the

112 PB Romance 1 299 15.00% 254 ITEM DISCOUNT (Fll)
of 20% to the new
book only




Miscellaneous checkout information

Ringing up a book with no tadf a customer brings a book with no tag to the front, you do not

need to print a tag. Instead, determinghetherit is a paperback, tradeback, hardcover,
oversized book, chi | Therasra'cheat sheeeofandes by the rggstern g a d u
for these main departments of books. Type the code for that type of book in the UPC/PLU space

at the bottomleft of the screen and proceed with checkout as usual.

Dealing with large quantities of bookg: f a cust omer i s purchasing 30
example, you do not need to scan each of those books with the scan gun. Instead, scan one.

Then clDickcdunte'm (F11) at the bottom, and chan
children’s books.

Teaders receive a 15% discount on their purchas@gply this by clickinglotal Discourit

(F12), then changi nglfdté&iheralso bamcougdrpapplythei t ” t o 15
coupon first, then apply the 15% discount and
di scount on discounted price.”

New books are20% off New books are displayed on the desks and tables around the store.

Apply an‘ltem Discount (F11) o20%to all new books (this also applies to book orders)

Ringing up candyTootsie rolls are $.03 apiece and bubble gum is $.06 apiece. Tqorihg u

candy, t inghe UPCMILUS@ate. Type in the price for ONE piece of candy (even if the

person is buying more than orechange the amount undéitem Discournit (F11).) Press

“Enter” Proceed as usual with checkout.

a Tt el

Enter price Dﬂ

‘ Y,ng | | XCmnI’

UPCIPLU: MISC

i ‘ F2
Help Tools

F§
Invertory

R4 76 H F7 ’ F8 ‘ Fo ‘
|Custormers Notes If ¢ Jl LY,

F3
Sales Rop
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ANSWERING OR REFERRING QUES TIONS

Book Orders/Book Requests
If a customer requests a book that is not available in store, we can order the book new forHhema
manager or assistant manager take their book order.

Wants to volunteer

If a customer expresses an interest in voluniegrat the bookstore, let them know that all volunteers

first go through an Indy Reads Books volunteer orientation. Show them the clipboard fapsign

(located at the front register). Also let them know about the volunteer application online (they @hn fin

it on the website- www.indyreadsbooks.orgunder t he “ Vol unteer”™ tab).

Tell them how much fun volunteering for Indy Reads Books is, and tell them about the great work that
Indy Reads does. The more volunteeve have, the more successful we can be!

Special Events

TYPES OF EVENTS
Public events

These are listed on our events calendaw{v.indyreadsbooks.org/eventsThey are free and open to
the public. Wehave some regular public events such as:

- Pawsand Think visit§1* and 3¢ Saturday from 11:30ari2:15pm reading therapy dogs visit
and read with kidg
- Indy Word Lab (first Monday of the month starting at 7pm)
- I ndy Actor’'s Playground (third Monday of the

We also have more sporadicexts like book signings, author events, Tradeschool classes, etc.
Private parties

Occasionally the Indy Reads Books space will be rented out for a wedding, bridal shalesy or

private event. On those occasions, the events are by invitation only antbaigen to the public. If a
customer asks for information about renting out the space for a private party, refer them to a manager
or assistant manager.

WORKING AN EVENT

When working a public event, remember the principles of good customer servigeyoltii duty to be
the BEST HOST you can possibly be. Whatever our guests need, see if you can help themhémed it!
are some common items needed for events, and their locations in the store:

- Extra chairsLocated in the closet across from the kitchen
- Extra tables Located in the basement
- Tablecloth You can find one in the kitchen

/"A~\
Rtk | -
g ) P0c |
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http://www.indyreadsbooks.org/
http://www.indyreadsbooks.org/events

- Cups, plates, napkins, etditchen

Sometimes, we will clear all of the consignment books off of the top of the display case in the back of
the store to create more space fan event. Stack the books neatly on the table in the YA/Teen section.
Be sure to put them back when the event is over!

Benefits of Volunteering

The biggest benefit of volunteering at I ndy Reads
ofil i teracy in our community. Just think of all the
the store).

Butthereare a fewotherbenef i t s, t oo..

Firstpick of booksdonated and stored in the basement

Youre the first one to see books coming in, so if something strikes your fancy, SNAG IT! (And don
forget to use your discount)

Volunteerdiscount

Volunteers receive $1 off the purchase of a used book for every 2 hours theydisr&unt must be
applied the day of volunteering).

Freecoffee!
Volunteers get as much of our delicious coffeeuftesy of Best Chocolate in Town) as they can drink!
Semiannual volunteer parties

We have little getogethersevery once in awhile to thank our volunteers for akir hard work. Youe
totally invited!
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