Introduction to the ACM Modular 

Self-Checkout System

Training Workbook
Version 1.0

Introduction to the ACM Modular Self-Checkout System

Training Workbook

© 1996-2003 Productivity Solutions Incorporated. All Rights Reserved.

Trademarks

ACM® is a registered trademark of Productivity Solutions Incorporated.

MS Word and Windows NT and 2000 are registered trademarks of Microsoft.

All other trademarks or registered trademarks are the property of their respective owners.

PRODUCTIVITY SOLUTIONS INCORPORATED (PSI) has made every effort to ensure that the information in this guide is complete, precise, and current. PSI assumes no liability to any person or entity with respect to alleged loss or damage caused by this workbook. The examples, sample screens, and reports used throughout this guide are intended for illustrative purposes only and may not conform to your system requirements. Implied warrantees are hereby specifically disclaimed. PSI may make improvements and/or changes in the product(s) and/or program(s) described in this publication at any time.

Warning

All computers supplied with the ACM® 700 are fully assembled in manufacturing. Additional cards or modifications are not to be inserted by the user.

Composed in AvantGarde and Garamond using Microsoft Word 97.

Written and designed at Productivity Solutions Incorporated, Suite 509, 10550 Deerwood Park Blvd., Jacksonville, FL 32256.

Printed in the USA.

Contents
1Introduction to the ACM Modular


3Contents


4Preface


4Conventions Used In This Workbook


5Section One: The ACM® Modular Self Checkout System


6What is ACM® Self Checkout?


7ACM Modular Self Checkout System Overview


8The ACM® Universal Payment & Scanning Module


9The ACM® 300 Series Lane


10The ACM® 500 Series Lane


11The ACM® 700 Series


12System Components


13System Interfaces


14Transaction Flowchart


15Features for Self-Checkout Shoppers


15Frequently Asked Questions


17Practice Session


18Glossary of Self Checkout Terms


19Index




Preface
This workbook is intended for store front-end personnel assigned to the positions that operate the ACM® Self Checkout Lanes and Paystations. Others within the store are encouraged to use this workbook as a tool to learn more information on the system’s operations.

Conventions Used in This Workbook
	Note: 
	Notes – important information concerning the subject being discussed.
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	Buttons – these pictures represent the buttons that appear on the Self Checkout monitor’s touch-sensitive screen. Press the screen’s buttons to activate a system function.
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	Screen Captures – these pictures represent the Self Checkout monitor’s touch-sensitive screen as seen by the user.
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	Figures – these graphics or diagrams illustrate components of the Self Checkout System.

	Captions are located next to or under graphics
	Captions – details or explanations about screen captures or figures.
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Section One: The ACM® Modular Self Checkout System XE "ACM Self Checkout Overview" 

 XE "Overview" 
This section discusses the overall concept and purpose of Modular Self Checkout, and why it was introduced to the store.

What is ACM® Self Checkout XE "ACM Self Checkout" ?

ACM® Self Checkout is a system where shoppers checkout and pay for their groceries by using a user-friendly touch screen monitor and a laser barcode scanner/scale. Voice prompts and on-screen video help shoppers use the system to process their orders. Upon ending an order, shoppers may pay at the lane or choose to pay at a central Paystation. Customers can pay with all forms of tender at the Paystation.  

The store’s point of sale (POS) system provides item pricing and descriptions while the ACM® proprietary equipment and software controls item security. The two systems work together, making it easier to manage the frontend of the store while ensuring integrity of the items being purchased.

The Self Checkout concept was introduced to the store as an added customer service tool. Self Checkout is designed to offer advantages to both shoppers and the store because it reduces the time shoppers spend waiting in line for an available cashier. It also gives more control over the checkout process to shoppers by giving them the ability to check the price and description of every item before purchasing it. For the store, Self Checkout diminishes lines in the entire frontend by having more open lanes available to the shoppers with the same number of staff. During non-peak times scheduled front-end labor can be allocated to other areas of the store.

ACM Modular Self Checkout System Overview

The ACM® features system security and item transport unit modularity. This gives the ACM® unique flexibility to fit into any store and allow any order size to be processed and tendered at anytime.  This is accomplished by utilizing the Universal Payment & Scanning Module attached to one of several item security and transport options.  The ACM® also enables store personnel to monitor and enhance the system’s performance and to make necessary adjustments for system maintenance.  
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	ACM 300

· Express “Kiosk” solution 
· Compact footprint
· No item security 
· Ability to process all items in the store


	[image: image6.jpg]



	ACM 500

· Express “Scan and Bag” solution 
· Compact footprint
· Weight only  item security 

· Ability to process all items in the store 
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	ACM 700

· Full Service “Scan and Pass” solution 
· Conveyor based dimensional security
· Any size order at any time

· Multiple bagging options

· Ability to process all items in the store


The ACM® Universal Payment & Scanning Module

All ACM® products utilize the ACM® Universal Payment & Scanning Module. Store associates and customers interact with the display screen and complete all scanning and order tendering at this module.  The Universal Payment & Scanning Module accommodates several different item handling and security options including the ACM® 300 (no security), ACM® 500 (Scan & Bag) and ACM® 700 (Scan and pass) security/transport modules.   ACM® 300, 500 and 700 series units can be installed in the same store location to fit every self-checkout need.
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Universal Payment & Scanning Module

The ACM® 300 Series Lane

The ACM® 300 series lane is a small sized payment and scanning kiosk with an attached bagging station.  Essentially the ACM® 300 series lane is the Universal Payment & Scanning Module with a bagging rack or a shelf. The ACM® 300 series lane has no security features for item processing and is primarily designed for express orders and low security environments. However, the ACM® 300 can still process any item in the store.
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The ACM® 300

The ACM® 500 Series Lane

The ACM® 500 series lane features “scan & bag” item security.  The ACM® 500 verifies every item and allows the customer to fix item processing errors before summoning associate assistance. The small size of the ACM® 500 enables retailers to have “Express only” Self Checkout solutions with total payment at the lane.  

The ACM® 500 series lane is installed with a two or three bag rack module.  The two-bag rack model provides the same benefits to the customer and retailer as the three-bag rack model, but fits into a smaller area.  The three-bag rack unit gives more room for bagging items without sacrificing item security.    
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The ACM® 500 (Two bagger option shown)

The ACM® 700 Series

The ACM® 700 series lane’s output conveyor provides the highest security in the industry.  The ACM® 700 verifies every item processed with the patented “Scan & Pass” dimensional security system.  The ACM® 700 handles all order sizes and provides dependable, around-the-clock full-service checkout.
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The ACM® 700

System Components  XE "System Overview:Components" 

 XE "System Components" 
To gain a better understanding of how the ACM® system works, it is important to understand the system’s components, interfaces, and transaction flow. This workbook features the lane and paystation components of the ACM® system.
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ACM 700 Self Checkout Lanes
	ACM® Lane 

Located in the frontend. Used to:

· Scan barcoded items

· Process non-barcoded items

· Display a price and description on electronic receipt

· Validate item security

· Summon assistance

· Print an itemized paper receipt

· Process electronic and cash payments (optional)

· Suspend order to POS
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Self-Checkout Paystation (Standard POS Terminal)
	Paystation 

Located in the frontend. Used to:

· Retrieve suspended ACM® orders

· Display or print a list of open orders (optional)

· Generate shoppers’ paid receipts

· Perform normal cashier functions
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Self-Checkout BOSS (Back Office System Server)
	BOSS

Located in the back office. Used to:

· Modify security database information

· Store and distribute ACM® software

· Administer system configuration data

· Maintain system event log

· Print ACM® reports

· Monitor system performance


System Interfaces XE "System Overview:Interfaces" 

 XE "System Interfaces" 
Up to sixteen Self Checkout lanes and two Self Checkout paystations run alongside the cashier-operated lanes located in the frontend. The store’s front-end components communicate with components in other areas of the store through underground cables and wires, called a local area network (LAN). The Self Checkout Back Office System Server (BOSS) is a computer that resides in the store’s back office, usually next to the POS system.  
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ACM® System Interface

Note: System configuration may vary on a store-by-store basis. The LAN may consist of Ethernet cables, token ring cables, a store loop, or in combinations.

Transaction Flowchart XE "Transaction Flowchart" 

 XE "System Overview:Transaction Flowchart" 

 XE "Flowchart:Transaction" 
The diagram below illustrates the systems’ communication as the lane processes items and suspends orders. 
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Transaction Flowchart

Note: The various components of the ACM® Self Checkout and the store’s Point of Sale (POS) systems send and receive information to process an order

Processing An Item:

1. Scan or manually key an item in at the Self Checkout lane.

2. The lane’s computer sends the item’s UPC/PLU to the store’s Point of Sale (POS) system. The POS retrieves the item’s price and description information then sends it to the lane. The lane voices the price and displays the price and description on the monitor’s electronic receipt.

3. Place the item on the belt or in the bagging area.

4. The item’s security parameters are checked and verified against the lane’s security record.

Suspending an Order:

5. The store’s POS system suspends the order.

6. The Self Checkout Paystation retrieves the order from the POS system.

Paying at the Lane:

1. When the shopper chooses to pay using the lane’s self-service payment options the order is processed at the lane.

2. Once the order is tendered at the ACM® lane it is closed and then saved in the POS system.

Features for Self-Checkout Shoppers 

There are several features designed to make using the Self Checkout lanes easy and enjoyable for shoppers. Those features are:

· Self service payment 

· Age verification

· Accepts coupon and frequent shopper cards 

· The shopper may return to the item-processing screen and scan additional items even after selecting Finish and Pay.

· Elements of the electronic receipt 

· Transport & security method options

· Automatically verifies item prices

· Prevents double scanning

Frequently Asked Questions

The Self Checkout concept is new to many shoppers. Because of this, shoppers will be curious about the system. This list of frequently asked questions and answers ensures all store personnel can be aware of the system’s capabilities.

Q. Will our store change all the checkout lanes to Self Checkout?

A. No – the feature of Self Checkout is an added convenience for shoppers. Customers will be offered a choice of Self Checkout or a cashier-operated lane.

Q. Does the Self Checkout lane eliminate jobs?

A. The Self-Checkout lane does not eliminate jobs. It improves management’s scheduling flexibility in the store, which improves customer service. It will allow Shopper Assistants to provide more open lanes at non-peak hours.

Q. Why would I choose to use the Self Checkout lane?

A. Many shoppers enjoy using Self Checkout because it’s fast . . . it’s fun . . . and it’s easy to use. Shoppers like being able to verify the price of every item as they scan. They feel more in control of the checkout process.

Q. Do I get a discount for using the Self Checkout lane?

A. The Self-Checkout lane was installed as an extra service and convenience for shoppers. Shoppers will not get additional discounts for using the system, but can expect faster service since this service in addition to regularly scheduled associates is being offered.

Q. Can I use coupons at the Self Checkout lane?

A. Yes – Shoppers with coupons simply scan their coupons at the lane, and then deposit them in the coupon collection box.

Q. How do I process produce?

A. First, press the PRODUCE QUICK LOOKUP button on the touch sensitive monitor. This will display an initial screen consisting of pictures of PLU items. If the item appears on the initial screen, simply press the picture (of the item) on the screen, and follow the prompts. If the item is not on the initial screen, press the alphabetical tab key (for the item) located on the bottom of the screen. This will display alphabetized items. Simply find the picture of the item, press the picture, and then follow all lane prompts.

Q. Why won’t some items scan?

A. When an item doesn’t scan it is possible that the item is not in the store’s file. Every effort is made to update the store’s file on a regular basis. Occasionally, new items may be delivered to the store without being added to the computer’s scan file. If this happens, a cashier will automatically be summoned to assist customers.

Q. How does the security system work?

A. The ACM®  ’s patented security system is based on proprietary information. The system verifies the characteristics of each item scanned before allowing the item to be bagged.

Q. Do I have to turn the machine on?

A. No – when the lane light is on, it’s ready to use.

Q. Do I have to bag my own groceries?

A. Bagging assistance should be provided in compliance with your store’s Self Checkout staffing policies.

Practice Session

Using the Self Checkout System

	
	Multiple choice, select the best answer.
	

	___________
	The ACM 300 utilizes this type of security.
	

	
	a. Scan & Pass

b. Scan & Bag

c. Scan, Pass & Pay

d. No item security
	

	___________
	The ACM 500 utilizes this type of security.
	

	
	a. Scan & Pass

b. Scan & Bag

c. Scan, Pass & Pay

d. No Item Security
	

	___________
	The ACM 700 utilizes this type of security.
	

	
	a. Scan & Pass

b. Scan & Bag

c. Scan, Pass & Pay 

d. No Item Security
	

	
	List whether the following shopping tips are true or false
	

	___________
	a. The ACM has payment options at the lane.
	

	___________
	b. The ACM is connected to your stores Point of Sale (POS).
	

	___________ 
	c. The ACM 700 has an output conveyor.
	

	___________
	d. You need a key to open the ACM.
	


Glossary of Self Checkout XE "Glossary of Self Checkout Terms"  Terms 

age-restricted items — Items, such as alcohol and tobacco, require the purchaser to be a minimum age.

check cart item — Large items, such as a 50 pound bag of dog food are typically placed under the shopping cart. Once entered into the system, an item of this type will generate a “Check Cart” message on the lane receipt.

extract — File containing diagnostic information gathered while processing each item in an order. The extract file is stored at the BOSS until an ACM® engineer retrieves it for analysis and resolution.

not-for-sale items — Grocery items, such as seasonal or federally recalled items, that have been pulled from the shelves and are not for sale at the current time.

not-on-file (NOF) items — Grocery items that have not been added to the point-of-sale (POS) system.

plu (price lookup) code — Code used for items that do not have barcodes.

quantity-required items — Grocery items which are sold by the number of items purchased (i.e., cucumbers, lemons, peaches, etc.).

random weight (type 2) items — Prepackaged items which are sold by price per kilogram or pound. These items are marked by a type 2 barcode and include most meat products.

retrieving orders — Process of bringing up suspended ACM® orders. Orders are suspended so that customers can pay at the centrally-located paystation. Retrieving orders allows Shopper Assistants to process the customer’s order as a regular order would be processed.

shopper assistant — Person designated to assist shoppers on the lanes whenever a difficulty is encountered. This assistance may require the use of the shopper assistant card.

shopper assistant card — Programmable scan card that allows the card holder a range of functions in assisting the shopper and/or troubleshooting the lane.

time restricted items — Grocery items that are not sold during certain times or on certain days (for example, alcohol on Sunday).

transport methods — Method for transporting items from the ACM® lanes to the bagging areas. Some items must pass through the security arches, some items may optionally pass through the security arches, and other items must not pass through the security arches.

upc (universal product code) — Barcode printed on grocery items.

value or bonus packaged items — Grocery items that are specially packaged to promote a particular item or to serve as an enticement to shoppers (i.e., 10% more free, buy two for the price of one, etc.).

weight required items — Grocery items that are sold by weight, such as produce (i.e., bananas, beans, etc.) and bulk foods (i.e., trail mix).
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