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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 someone holding boxes or bags of books and looking a bit confused, chances are it’s a 
book donation. 

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

- Is that a book donation? 

- Do you need help carrying those in? 

- You can put those in front of the processing room. [Be sure to show them or point to where you 

mean.] Example: “Just go ahead and put them under the yellow sign please!” (Pointing at the 

sign is helpful.) 

- Can I get your contact information? [have them enter it on the clipboard labeled “Donor Contact 

Info.”] 

- Do you need a tax receipt? 

[Tax receipts are also stored under the front counter on the clipboard labeled “Donor Contact 

Info.” If there aren’t any more on the clipboard, you can print some from the file stored on the 

front computer theme: 

C:\ \Desktop\Store Signage, Forms, Etc.\ IRB Donation Tax Receipt Windows.docx] 

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

- In very  good condition 

- Current 

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

- Any other books that are odd, curious, funny, interesting, beautiful, or somehow make you 

say/think “that’s neat!” 

Donations that we don’t keep to sell in the store are boxed up and sent via truck to Giggil, a company 

that attempts to sell them online. We receive a portion of the money from the sale. If they can’t sell 

them for us, they recycle them. (So know that ALL of our donations go to a good place!) 

We never sell VHS tapes, cassette tapes, or magazines. 

On the next page, you’ll see a breakdown of how the typical donation is sorted. We probably keep 25% 

of the average donation, and scan the rest to either sell online or recycle.  
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Winners 
3% 

Keepers 
22% 

Scanners 
75% 

We keep about 25% of the books donated to us.  

The rest are scanned and either sold online or recycled. 

A TYPICAL DONATION 

Winners (3%)   
AWESOME, pristine, current books that will sell 

almost immediately! These are stored in the 

processing room so we can put them out. 

Keepers (22%) 
nice books that meet our standards for 

condition/currency. These are stored in our 

basement backstock. 

Scanners (75%)  
books that we will have trouble selling in store. 

These are scanned via Stuffraiser and (pending 

the outcome) either sold online or recycled. 

 

 

 

Winners  
- In near perfect condition 

- Very, very current (2012 or 2013, usually) 

 

 

Keepers  
- In very good condition. Spine and cover look good, pages aren’t rumpled. 

Zero or near zero markings in the book.  

- Current or currently relevant 

 

Scanners  
- In poor condition. Cover looks dated, or is ripped. Spine is damaged. Pages 

are rumpled or bent. 

- Not current, or not currently relevant.  

- ANY BOOK THAT LOOKS LIKE IT WAS PURCHASED AT 

WALMART/TARGET/COSTCO, ETC. (pulpy, mass market hardcover fiction 

by authors like James Patterson, J.A. Jance, etc.) 

- Library books or advance copies 

 

Shelve in 

Processing 

Roo m!  

Shelve  in 

Basement 

Backstock!  

Scan and 

recycle or 

send to 

Stuffraiser  
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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 this is subjective. There are some out-of-date books that come back in 

vogue. But a general rule is: 

Check the publicatiƻƴ ŘŀǘŜ ŀƴŘ ŀǎƪ ȅƻǳǊǎŜƭŦΣ άIs the subject of this book something that has 

changed with time? Lǎ ǘƘŜ ōƻƻƪ ǎǘƛƭƭ ǊŜƭŜǾŀƴǘΣ ōŀǎŜŘ ƻƴ ǘƘŜ ǇǳōƭƛŎŀǘƛƻƴ ŘŀǘŜΚέ  

You can find the publication date on one of the first pages of the book, where the Library of Congress 

information is listed. Generally, if the book was published before 2002, it’s currency is questionable. If 

it’s a technology, business, travel, or other “current affairs” book, a publication date of 2009 or earlier 

puts its currency in question. 

Note: romance is a genre we don’t necessarily need because we have a ton of it downstairs and it hardly 

sells as it is. So nearly all paperback romance should be sent to Giggil. 

.ƻƻƪǎ ȅƻǳ ǎƘƻǳƭŘ ƪŜŜǇ 9±9b LC ǘƘŜȅ ŘƻƴΩǘ ƳŜŜǘ ǘƘŜ ǎǘŀƴŘŀǊŘǎ ŦƻǊ ŎƻƴŘƛǘƛƻƴ ƻǊ 

currency: 
- Anything by Kurt Vonnegut 

- Famous young adult/teen book series, like Harry Potter, Percy Jackson, Hunger Games vintage 

Nancy Drew or the Hardy Boys, etc. 

- CLASSIC paperback fiction, like Walden, Jane Austen, Plato, Melville, Dickens etc.  This is our 

bestselling section and we have 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!) 
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STUFFRAISER  

Stuffraiser is a service that allows us to scan the barcodes of books that we don’t think we can sell in the 

store, to see if they might be sellable online. ¸ƻǳ ǎƘƻǳƭŘ ǎŎŀƴ 9±9w¸ ōƻƻƪ ǘƘŀǘ ǿŜΩǊŜ ƴƻǘ ƪŜŜǇƛƴƎ ǘƻ ǎŜƭƭ 

in store before recycling it. 

How to scan books for Stuffraiser 

Step 1: Using the computer in the back of the processing room, go to the Stuffraiser website. 

(www.stuffraiser.com). Login as volunteer@indyreadsbooks.org. The password is “911massave.” It 

should take you to the “Scan and Ship” page (pictured below). If not, enter this URL: 

www.stufraiser.com/ship/new 

Step 2: Make sure your cursor is blinking in the blank labeled 2. Then scan the barcode of the book. The 

ISBN # will appear here. (If the book has no barcode, type in the ISBN # here). Wait a moment, and you’ll 

see the book appear in one of the two columns below. 

Step 3: The column on the left (labeled StuffRaiser) is books that WILL sell online. Put these in a box to 

send to Stuffraiser. The column to the right is books that will NOT sell online. Stuffraiser will not accept 

them. Re-evaluate each book that falls in this category – is there ANY way we could sell it in the store 

(Pay What You Can cart, etc.)? If there isn’t, then recycle it in the bins outside the building. 

Step 4: When your Stuffraiser box is full, click “Close & Ship.” A shipping label will automatically be sent 

to the volunteer@indyreadsbooks.org email account. You can login to this account via gmail (the 

password is “indyreads”) and print the label. Then, close the box, attach the label according to the 

instructions in the email, and ship the box to Stuffrasier so we can make some money!  

Step 2 

Step 3 

Step 4 

http://www.stuffraiser.com/
mailto:volunteer@indyreadsbooks.org
http://www.stufraiser.com/ship/new
mailto:volunteer@indyreadsbooks.org
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CLASSIFICATION OF BOOKS  

Book Format  
(Department) 

There are four main formats of books that we stock (in in our checkout system [POS], these formats are 

listed under “Departments”). Our prices are based completely on the format of the book, so it is very 

important to be able to identify them.  

- Paperback ($2.99): a cheap, mass market 

printing of a book with a flexible cover. It is small 

(between 5”-7” tall), printed on cheap, thin paper, 

and has a cheap binding. Mystery, science fiction, 

and popular fiction (John Grisham, for example) 

are often printed as paperbacks. Paperbacks might 

originally retail for $5-$10.  A paperback is 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. 

Typically 2”-3” taller than a paperback (it will not 

fit in your pocket!). It uses nicer paper than a 

paperback, and originally retails for more than $10. 

- Hardcover ($6.99): Similar to tradeback in 

size and quality of paper, but with an inflexible, 

hard cover. 

- Oversize ($8.99): Much larger than a 

tradeback/hardcover, it may have eitthem a flexible or inflexible cover. Cookbooks and coffee 

table books are often oversized. The original retail price is usually $30 or more. 

 

vs. 
Paperback: Fits in 

your pocket, cheap 

Tradeback: Bigger, nice 

paper, costs more  

Paperback Tradeback Hardcover Oversize 
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Categories/Genres 
These are the categories of books we stock: 

Autographed 

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 

Philosophy 

Psychology 

Reference 

Religion (Christianity, World Religions) 

Romance 

Science 

Science Fiction/Fantasy 

Self-Help 

Teen 

Travel (Literature and guides)  

Young Adult 

 

 

There is some overlap between the categories (which means classification is somewhat subjective). 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.  It usually will give you both specific and general topics the book covers 

and help you classify it. 

There are a few other 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 



Indy Reads Book s Volunteer Manual   p a g e  | 8 

PROCESSING ROOM  

The processing room is where we store premium used stock that needs to go on the sales floor 

immediately (it’s the room behind the wall of children’s books).  It is also where we scan books we 

cannot sell via Stuffraiser to determine if they would sell online (more on that later).  

Genres are given their own shelves or a section of shelving in the processesing room. You can locate 

genres by finding the labels and post-it notes on the sides of shelves and hanging on the walls. 

We want to keep the processing room clean, organized, and navigable. 

So, if shelves become too full, it’s time to do some cleaning! Generally, we pick the best books in that 

area and keep them in the processing room. Take the rest of them to their appropriate section in the 

basement for shelving in our backstock (more about this later!).  

ALPHABETIZATION  

All books we shelve in the store are placed in alphabetical order by author’s last name (with a few 

exceptions… see below).  In the case of an author with three names alphabetize by the LAST name 

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

under SMITH, ALEXANDER MCCALL; Alexander McCall-Smith would be categorized under MCCALL-

SMITH, ALEXANDER. 

ALPHABETIZATION EXCEPTIONS 

- Memoir/Biography: Books are shelved according to the last name of the subject of the book IF THE 

SUBJECT’S NAME is mentioned in the subtitle or title. If a subject’s name is not mentioned in the title or 

subtitle, alphabetize by author’s last name.  For example, a book called Marilyn Monroe: Movie star by 

Sarah Johnson, would be alphabetized under MONROE, MARLIYN, while the book The Glass Castle by 

Jeanette Walls would be alphabetized under WALLS, JEANETTE. 

- /ƘƛƭŘǊŜƴΩǎ: We don’t alphabetize this section because it so quickly becomes disordered again that 

there is really no point. 

- World Religions: Categorized FIRST by the religion, then by author’s last name. 

- Home Arts: Categorized by subject/topic. 

- Travel: Travel literature (top shelf of travel section) is alphabetized by author’s last name; travel guides 

are alphabetized by place name.  

TAGS  

All books in the store must have a price tag. These 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) 

Department of book (PB=Paperback, TB=Tradeback, 

HC=Hardcover, etc.), then Category of book (Mystery) 

Price of book 
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PRINTING TAGS  

Here’s how to print tags on the computer in the processing room. ONLY PRINT AS MANY TAGS AS YOU NEED.

STEP 2: In the POS, select Inventory> Reprint Tags 

STEP 3: In the new window that pops up, choose 

“Prepare List.” You’ll have to do this for every different 

kind of tag you’re creating. 

STEP 4:  

- Click the button next to “Department,” and select the appropriate option for the item 

you’re labeling. For adult books this will be either Paperback, Tradeback, Hardcover, or 

Oversize. For non-adult books it will be either Children’s, Young Adult, or Teen. There are 

also departments for DVDs and CDs  

- Click the button next to “Category,” and select the appropriate option for the item you’re 

labeling. A few departments don’t have categories. These are: non-adult books, CDs, and 

DVDs. 

- Enter the quantity of tags you need in the field next to “Reprint Qty.” 

- Repeat for the other items you’re labeling. 

- Print all of your tags by pressing the “Print Tags” (bottom right). 

STEP 1: Open the tag 

printing program (POS) 

by clicking the “B” icon 

by the Windows start 

button.  
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Where to put the price tag 
Put the price tag on the back of the book over the existing barcode (if There is one), or somewhere 

toward the bottom where there 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. If the tag leaves sticky residue on the book cover, you can take 

care of that with some Goo-Gone, which we keep in the kitchen). 

Book sets 
If we receive a donation of a complete set of books (particularly if it comes in a box or some other 

container specific to that set of books), then we can sell the books as a complete set rather than 

individually. 

When printing a tag for a book set, select Department>Sets. Print the tag, then talk to a manager/asst. 

manager about pricing (the tag will say $0.00, because pricing for book sets is done on a case-by-case 

basis).



Indy Reads Books Volunteer Manual  p a g e  | 11 

ROTATING BOOKS  

When to pull a book from the shelves 
We try to keep the stock on the floor relatively fresh. By looking at the tags on the books, we can tell 

how long a book has been on the shelves. If the book has been out for 4-6 months already and doesn’t 

fully meet our criteria for condition and currency, it might be time to pull that book off the shelf and 

replace it with something better.  

HOWEVER, just because a book has been on the shelf for a long time doesn’t necessarily mean it won’t 

sell. We’ve sold plenty of books in July that were tagged way back in January!  

Therefore, 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 in the processing room/basement. Rotating stock 

only makes sense if you have much better stock to replace the old books with. For example, if there was 

a great donation 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 should either be scanned or put on the Pay What You Can cart. Scan the book if it does not 

meet our criteria for condition/currency. Put it on the PWYC  cart (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  

The Pay What You Can Cart e cart is located by the front door (on the RH side if you are walking in). 

These are books that are unique or noteworthy in some way, but likely wouldn’t sell at regular price on 

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

What goes on the PWYC cart? 

- Books we have duplicate copies of 

- Very damaged copies of classics or really good books that could not sell @ regular price 

- Old-looking, but not actually rare, books. (Often used for art/decorating purposes) 

- Any other book that could be used in an art project 

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

- Anything else that catches your fancy! 

When you put a book on the Pay What You Can CartΧ 

Print a tag with the department “Pay What You Can” (no category). It will say $0.00, but when scanned 

at the register it will allow the customer to name his/her price. 
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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 by NEVER PUTTING BOXES OF BOOKS IN THE BASEMENT. 

Most of the books you keep during the sorting will be stored in their respective places ON THE SHELVES 
in the back stock (only the “winners” will be stored in the processing room).  

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 category of books 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 to be scanned 
and possibly sent to Stuffraiser, and let the book of superior quality take its place. 
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ORGANIZATION OF THE BASEMENT  
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Cash Register  

CUSTOMER SERVICE  

We love our customers! Without them, we wouldn’t have this beautiful bookstore. So, it is very 

important that we always make our customers feel welcome and at home in our store. 

Remember this simple 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 if you have a copy of William Faulkner’s As I Lay Dying in your backstock?” 

“Do you have a Band-Aid?” 

“Can anyone use the restroom?” 

YES, YES, and YES! 

Other customer service guidelines to remember:  

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

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

3. Make sure customers don’t wait at the register with no one to check them out. 

4. At the end of a customer’s visit, say goodbye in some way (“Hope to see you again!” or “Thanks for 

stopping by,” “Have a nice day,” etc.) 

BEHAVIORAL GUIDELINES  

A few guidelines specific to Indy Reads Books: 

1. 5ƻƴΩǘ ƛƴǘǊǳŘŜΦ 

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 you’re having a conversation, keep your voice low. Don’t carry on a conversation 

with a customer longer than he or she is interested. If a customer is browsing a particular 

section, shelve books in a different section. 

2. Always be courteous. 

No matter how rude a customer is, always maintain courtesy and follow the customer service 

guidelines above. 

3. Respect privacy of book donors. 

Don’t begin sorting/going through a book donation until the donor has left the store. Donations 

can be personal – they tell a lot about the person. It is very rude to look at their books while 

they are still in the store; it is especially rude to critique their books while they’re still in the 

store! 

 

4. Respect the front computer area. 
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Don’t visit inappropriate websites. Don’t close programs or delete files without permission. Try 

to keep the computer desktop and computer area neat. 

DRESS CODE  

Dress at Indy Reads Books is pretty casual: you can wear jeans and a t-shirt if you want. When deciding 

what to wear, consider that you might be bending, squatting, climbing ladders, and reaching up to tall 

bookshelves. Therefore, miniskirts and super low-cut blouses are probably not a good idea.  

Just use your common sense and wear something comfortable that you can move around in easily 

without exposing your nether regions. 

Always wear one of the Indy Reads Books VOLUNTEER badges or buttons (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 Checkout ς Cash, Card, and Gift Certificate   

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

icon with the “B” in it). For checking out customers, you want to see a 

screen that looks like this: 

 

 

(If you don’t see that screen, click the POS menu at the top and select “POS.” If asked to enter a 

login, enter “User” for the username and press enter – there is no password.) 
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2. Scan the customer’s items with the black scan gun.  

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

4. This is what the screen should look like after you press “Enter.” You will select one of 

the payment options on the right based on how the customer wants to pay. 

 

 (NOTE: we do not take Discover card or personal checks. Also, even if the customer’s 

card is technically a debit card, ring it up as a credit card). 

 

 

 

 

 

 

 

Payment by credit/debit card 

1. Select the credit card type, either by clicking on it or using the keyboard shortcuts on 

the left. 

2. Confirm the payment amount by clicking “Done” or pressing “Enter.” 
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3. Select “Swipe” or “Key” 

(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 larger-than-90-degree angle and 

swipe the card down, diagonally. If your swipe is unsuccessful, you will see a screen that 

should look like this: 

(Go ahead and try again — if it still won’t work, you may have to key in the card #.) 

Otherwise, the swipe was successful. Press “Enter” one more time to print the receipt. 

5. Have the customer sign the receipt. Place the receipt to the left of the keyboard on the 

pile of other receipts. 

6. Ask the customer if they would like a copy of the receipt. If they would, select “Tools” 

from the bottom menu and click “Reprint Receipt.” (the keyboard shortcut for this 

action is F2>R.) 

7. Ask the customer if he would like a bag for his books. Thank them for stopping by and 

make them feel good about the transaction! J 
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Payment by cash 

1. Select “Cash” or use the keyboard shortcut (C). 

2. The default “Tendered Amount” that shows up will be the exact amount for the 

purchase ($6.41 in this case).  

 
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 $6.41 to $10, and then press 

“Enter”: 

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

and then press “Enter” one more time. 

 

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 the screen: 

 

6. Ask the customer if they would 

like a copy of the receipt. If they would, 

select “Tools” from the bottom menu and 

click “Reprint Receipt.” (the keyboard 

shortcut for this action is F2>R.) 

 

7. Ask the customer if they would 

like a bag for his/ them books. Thank them for stopping by and make them feel good 

about the transaction! J 
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Payment by serialized gift certificate 

A gift certificate is serialized if it has a specific serial number assigned to it. This will be printed 

on the front of the gift certificate. 

FIRST TIME USE OF SERIALIZED GIFT CERTIFICATE 

1. Select “Gift Certificate” or use the Gift Certificate keyboard shortcut G. 

2. Type in the Gift Certificate number: 

 

3. The amount of the gift certificate (or the total amount that can be applied to this 

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

If the amount due was MORE than the amount of the gift certificate, tell the customer 

the balance remaining and proceed as usual with eitthem a card or cash payment.  

If the amount due was LESS than the amount of the gift certificate, a “store credit” slip 

will be issued with the receipt. STAPLE THIS SLIP TO THE GIFT CERTIFICATE and let the 

customer know that this is their remaining balance on the gift certificate. 

4. Press “Enter” to finalize payment. 

5. Ask the customer if they would like a copy of the receipt. If they would, select “Tools” 

from the bottom menu and click “Reprint Receipt.” (the keyboard shortcut for this 

action is F2>R.) 

6. Ask the customer if they would like a bag for his/ them books. Thank them for stopping 

by and make them feel good about the transaction! J 
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(SERIALIZED GIFT CERTIFICATES THAT HAVE BEEN USED BEFORE 

This will be rung up as store credit. 

1. Select “Store Credit” or use the Store Credit 

keyboard shortcut N. 

2. Refer to the customer’s store credit slip, which 

should be stapled to the gift certificate. Either scan 

the barcode at the bottom or type in the store credit 

code (IND, -, then a number representing the store 

credit ID) which is printed under the barcode. 

3. The amount of the store credit (or the total amount 

that can be applied to this purchase) will appear 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 with eitthem a card or cash payment.  

If the amount due was LESS than the amount of the store credit, an additional 

“store credit” slip will be issued with the receipt. STAPLE THIS SLIP TO THE GIFT 

CERTIFICATE as well and let the customer know that this is their remaining balance 

on the gift certificate.  

4. Press “Enter” to finalize payment. 

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

“Tools” from the bottom menu and click “Reprint Receipt.” (the keyboard shortcut 

for this action is F2>R.) 

6. Ask the customer if he would like a bag for his books. Thank them for stopping by 

and make them feel good about the transaction! J 
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Payment by non-serialized gift certificate 

This will be treated as a “coupon.”  

It is a one-time use ONLY certificate/coupon. 

1. After scanning the items, but BEFORE you enter the payment screen, select “Total 

Discount” from the bottom menu (or use the F12 keyboard shortcut). You will see a 

screen that looks like this: 

2. Change the discount type to $ instead of %. 

3. Type in the amount of the non-serialized gift certificate in the “Discount Per Unit” box.  

4. Change the Discount Reason from “Damaged” to “Coupon.” The dialogue box should 

now look like this (assuming the non-serialized gift certificate was for $5): 

 

5. Press “Done”. 

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 a LARGER amount than ǘƘŜ ǘƻǘŀƭ ŘǳŜΧ 

You should notify the customer that there is still more money remaining on their gift 

certificate and that it is a ONE TIME USE ONLY certificate/coupon. If they do not wish to add 

any more items to their purchase, you should follow this procedure to apply the discount: 
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1. After scanning the items, but BEFORE you enter the payment screen, select “Total 

Discount” from the bottom menu (or use the F12 keyboard shortcut). You will see a 

screen that looks like this: 

2. Change “Discount Per Unit” to 100%. Change the “Discount Reason” to Coupon. 

3. Press “Done” 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” into the 

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 

window that appears. Press 

“Enter”.  

 

4. Date the actual gift certificate and write the its value in decimal form — $14.00, NOT $14. 

5. Proceed with checkout as usual.  
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DISCOUNT S  

Teachers receive a 15% discount on their purchases.  

Apply this by clicking “Total Discount” (F12), then changing “Discount per Unit” to 15%. Change the 
“Discount Reason” to VIP/Teacher. If a teacher also has a non-serialized gift card, apply the coupon 
discount first, then apply the 15% discount and change the “Discount Type” to “Additional discount on 
discounted price.”  

 

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

the desks and tables around the store. Apply an “Item Discount” (F11) of 20% to all books (this also 
applies to book orders).  

IMPORTANT :     Discounts cannot be combined. 

Only apply one discount per item.  
In the example below, a teacher purchases a new book and 3 used books. Here is how to do the 
discounts correctly:  

 

 

STEP 1: Apply the 
TOTAL DISCOUNT 
(F12) of 15% first.  
 

STEP 2: Then apply the 
ITEM DISCOUNT (F11) 
of 20% to the new 
book only. 
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Miscellaneous checkout information 
- Ringing up a book with no tag: If a customer brings a book with no tag to the front, you do not 

need to print a tag. Instead, determine whether it is a paperback, tradeback, hardcover, 

oversized book, children’s, teen, or young adult. There is a cheat sheet of codes by the register 

for these main departments of books. Type the code for that type of book in the UPC/PLU space 

at the bottom left of the screen and proceed with checkout as usual. 

- Dealing with large quantities of books: If a customer is purchasing 30 Children’s books, for 

example, you do not need to scan each of those books with the scan gun. Instead, scan one. 

Then click “Item Discount” (F11) at the bottom, and change the “Qty” to the total number of 

children’s books. 

- Teachers receive a 15% discount on their purchases. Apply this by clicking “Total Discount” 

(F12), then changing “Discount Per Unit” to 15%. If a teacher also has a coupon, apply the 

coupon first, then apply the 15% discount and change the “Discount Type” to “Additional 

discount on discounted price.” 

- New books are 20% off. New books are displayed on the desks and tables around the store. 

Apply an “Item Discount” (F11) of 20% to all new books (this also applies to book orders). 

- Ringing up candy. Tootsie rolls are $.03 apiece and bubble gum is $.06 apiece. To ring up the 

candy, type “MISC” in the UPC/PLU space. Type in the price for ONE piece of candy (even if the 

person is buying more than one – change the amount under “Item Discount” (F11).) Press 

“Enter.” Proceed as usual with checkout. 
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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 for them. Have a 

manager or assistant manager take their book order. 

Wants to volunteer 
If a customer expresses an interest in volunteering at the bookstore, let them know that all volunteers 

first go through an Indy Reads Books volunteer orientation. Show them the clipboard for sign-up 

(located at the front register). Also let them know about the volunteer application online (they can find 

it on the website – www.indyreadsbooks.org – under the “Volunteer” 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 volunteers we have, the more successful we can be! 

Special Events  

TYPES OF EVENTS  

Public events  

These are listed on our events calendar (www.indyreadsbooks.org/events). They are free and open to 

the public. We have some regular public events such as: 

- Paws and Think visits (1st and 3rd  Saturday from 11:30am-12:15pm; reading therapy dogs visit 

and read with kids) 

- Indy Word Lab (first Monday of the month starting at 7pm) 

- Indy Actor’s Playground (third Monday of the month starting at 7pm) 

We also have more sporadic events like book signings, author events, Tradeschool classes, etc. 

Private parties 

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

private event. On those occasions, the events are by invitation only and are not open 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 service.  It is your duty to be 

the BEST HOST you can possibly be. Whatever our guests need, see if you can help them find it!  There 

are some common items needed for events, and their locations in the store: 

- Extra chairs: Located in the closet across from the kitchen 

- Extra tables: Located in the basement 

- Tablecloth: You can find one in the kitchen 

http://www.indyreadsbooks.org/
http://www.indyreadsbooks.org/events
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- Cups, plates, napkins, etc.: kitchen 

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 for an 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 Indy Reads Books is knowing that you’re helping address the issue 

of illiteracy in our community. Just think of all the people you’re helping! (AND… it’s fun to hang out in 

the store). 

But there are a few other benefits, too… 

First pick of books donated and stored in the basement 

You’re the first one to see books coming in, so if something strikes your fancy, SNAG IT! (And don’t 

forget to use your discount…) 

Volunteer discount 

Volunteers receive $1 off the purchase of a used book for every 2 hours they work (discount must be 

applied the day of volunteering). 

Free coffee! 

Volunteers get as much of our delicious coffee (courtesy of Best Chocolate in Town) as they can drink! 

Semi-annual volunteer parties 

We have little get-togethers every once in awhile to thank our volunteers for all their hard work. You’re 

totally invited!  


