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Preface

This workbook is 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 product as a tool to learn more information on the system’s operations.

How This Workbook Is Organized

Section 1: The ACM® 500 Series Overview

Section 2: Using the ACM® 500 

Section 3: ACM® 500 System Security Features

Conventions Used In This Workbook

	NOTE


	Notes – important information concerning the subject being discussed.
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	Buttons – pictures representing the buttons that appear on the Self Checkout monitor’s touch-sensitive screen. The screen’s buttons, when pressed, activate a system function.
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	Screen Captures – pictures representing the screens that appear on the Self Checkout monitor’s touch-sensitive screen as seen by the user. 
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	Figures – graphics or diagrams used to illustrate components of the Self Checkout System. 



	Captions are located next to or under graphics
	Captions – details or explanations about screen captures or figures.




The ACM® 500 Series Overview

The ACM® 500 series features “scan & bag” item security technology. ACM® 500 series systems verify every item processed and allow customers to fix item-processing errors before associate assistance is required. The small size of the 500 series provides retailers with the ability to have “Express only” Self Checkout solutions without limiting the benefits of total payment at the lane. 

The ACM® 500 series is installed as a two or three bag rack model. 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 adds additional benefit by giving more room for bagging items without sacrificing item security. 
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ACM® 503 – Three Bag Rack Model
ACM® 502 – Two Bag Rack Model

[image: image6.jpg]



Section One – Using the ACM 500 Series Self Checkout Lane XE "Using the ACM Self Checkout Lane" 

 XE "Self Checkout Lane" 

 XE "Self Checkout Lane:Using" 
This section discusses how shoppers process their orders using the ACM 500 Series Self Checkout lanes. Also included are topics on common item handling issues and tips for easier processing.

Scanning & Bagging Items

The shopper must place most items in the lane’s security protected bagging area after scanning them. Some items are too large or heavy to fit on the bagging area. The ACM 500 Self Checkout system remembers each item’s transport method in the security database.

	Normal Items: 

1. Scan, key-in barcode or utilize the Quick Lookup to enter the item.

2. Place item in an available bag on the security protected bagging area.

3. Pay for items. 

4. Shopper removes bags after tender and exits the store. 
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Processing Normal Items

(Animation)

	Pass Around Items: 

When an item is too large or too heavy to fit in the bagging area, the lane allows the shopper to keep the item in their cart or place it outside of the bagging area.

1. Scan, key-in barcode or utilize the Quick Lookup to enter item.

2. A voice informs that the customer need not place the item in the security protected bagging area. 

3. The lane’s security light cycles yellow and green to signal the Shopper Assistant that a shopper has processed a pass around item.
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Items That Do Not Fit on the Lane’s Security Scale

(Animation)


Double Scan Prevention 

After scanning an item, the scanner deactivates to prevent the item from being scanned twice. The scanner reactivates when the item is placed in the bagging area. 

Scanned Items Remain on the Customer’s Receipt 

If the shopper scans the item but does not place it in the bagging area, the price and description are not removed from the order. The customer must summon a Shopper Assistant to void unwanted items from their order. In other words if a customer scans an item they bought it unless it is voided off the order by the Shopper Assistant.
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Section Two – Handling Item Security Violations XE "Role of the Self Checkout Shopper Assistant" 

 XE "Self Checkout:Shopper Assistant" 

 XE "Shopper Assistant:Role" 

 XE "Shopper Assistant" 
This section discusses why item security violations occur at the lane and how the Shopper Assistant corrects item security alerts.  XE "Why Items Sometimes Return" 

 XE "Items:Returns" 

 XE "Returns:Why" 
ACM 500 Series Security

Each ACM® 500 Self Checkout lane has a built-in security system to check the items a shopper scans. This system protects both the shopper and the store from over- or under-charging errors.

Random Weight Item Checks

When random weight items are processed, the system indicates packaging problems, such as label switching, improper weighing, and invalid pricing. When the system identifies any of these problems, the shopper is prompted to remove the item from the bag and try again. 

Security violations occur for one of the following reasons: user error, security database issues (not-on-file, invalid security, item altered), or a lane malfunction. As a Shopper Assistant, you will assist shoppers with these item-handling errors by following a few basic procedures.
Note: Never reveal to shoppers how the security system works. Shoppers should simply know that there is a security system that checks every item for accuracy and integrity.

Learning Alternate Item Security Records

When an item falsely indicates as security violation, the lane must relearn the proper security on the item.  

Procedure One

· Scan Shopper Assistant Card 
· Scan item 
· Place item on the security scale
If “Procedure One” feature is disabled on your lane, the LEARN ITEM SECURITY button will appear on the Shopper Assistant menu. To learn item security follow Procedure Two.

Note: This procedure must be preformed outside of a shopper’s order.

Procedure Two 

· Scan Shopper Assistant Card

· Touch the SHOPPER ASSISTANT MENU button

· Touch LEARN ITEM SECURITY button.

· Scan item

· Place item on the security scale

· Touch EXIT button continue

System Error Screens 

Remove Items Before Starting Order Screen

	Displays if the following conditions are present at the lane:

Shopper forgets bagged items (leaves items behind) at the lane.

Item is placed in the bagging area while the lane is idle. 

Store associate adds bags to the lanes bag storage holder. 

Resolution Procedures:

· Remove all articles from the bagging area except bags and bag holders.

· Scan Shopper Assistant card.

· Touch the ZERO BAGGING AREA button.

The lane is now ready to process shopper’s orders.
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Remove Items Before Starting Order Screen

(Screen Capture) 
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Zero Bagging Area Screen.

(Screen Capture)


Item Weight Error Screen

	Displays when an item is scanned and it has an incorrect weight or a different item is placed in the bagging area.

Shopper Resolution Procedure:

· Remove incorrect item that was placed in bagging area and replace with last item scanned.

Note: If shopper does not resolve the error within a set time interval the lane resets the process screen and allows the shopper to continue processing items. The lane calls the Shopper Assistant to clear the error at time of tender.
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Item Weight Error Screen

(Screen Capture)


Remove Last Item Screen

	Displays when an item is placed in the bagging area that has not been scanned inside a transaction.

Resolution Procedures:

· Remove unscanned item that was placed in bagging area

Note: If the shopper does not resolve the error within a set time interval the lane resets the process screen and allows the shopper to continue processing items. The lane calls the Shopper Assistant to clear the error at time of tender.
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Remove Last Item Screen

(Screen Capture)


Replace Item Removed Screen

	Displays when the shopper removes an item that has been scanned from the bagging area during a transaction.

Resolution Procedures:

· Replace item that was removed from the bagging area.

Note: If shopper does not resolve the error within a set time interval the lane resets the process screen and allows the shopper to continue processing items. The shopper calls the Shopper Assistant to clear the error at time of tender.


	[image: image14.png]Please replace
the item removed
from the bag.

MACN,

SELF CHECKOU





Replace Last Item Screen

(Screen Capture)


Item Weight Error Screen & Security Summary Screen

	Displays when the order contains security errors after shopper completes scanning and touches the FINISH & PAY button.

Resolution Procedures:

· Scan Shopper Assistant Card. 

· Follow Security Summary screen instructions to resolve security errors.

When security levels are exceeded, the shopper assistant must verify the order.

· Verify the number of items purchased from the Purchased Items window.

· Review the order transaction history from the on screen menu.

· Successfully processed items are green.

· Items with security errors are pink or red.

· Cashier or Shopper Assistant actions affecting an order, such as voiding an item are blue.

· Verify the order in the bagging area and cart.

Note: pay special attention to items that display as security errors on the transaction history menu.

· Touch the CLEAR button to reset the lane. 

· Process any remaining items or tender.
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The lane checks for item integrity.

(Screen Capture)
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Security Summary Screen




Practice Session 

Using the Self Checkout System

	
	Multiple choice, select the correct answer
	

	___________
	If the item is scanned and not placed in the bagging area, the price and description will not be removed from the order. 
	

	
	a. True 

b. False
	

	
	
	

	___________
	Displays when the order contains security errors after shopper has completed scanning and touched the FINISH & PAY button.
	

	
	a. The Item Weight Error Screen.

b. The Item Audio Error Screen.

c. The Security Summary Screen.
	

	
	
	

	___________
	Displays when an item that has been scanned is removed from the bagging area inside a transaction.
	

	
	a. The Item Weight Error Screen.

b. The Replace Item Removed Screen.

c. The Security Summary Screen.
	

	
	
	

	___________
	The ACM 500 series features “scan and bag” item security.
	

	
	a. True

b. False
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	Hands-On Section

While standing at an ACM® Self Checkout Lane, perform the following shopper action:

 Check off procedures, once performed, in the line provided.
	

	___________
	1. Process a barcoded item.
	

	___________
	2. Use the keypad on the monitor to process a UPC code.
	

	___________
	3. Create and fix an item removed from the bagging area inside a transaction.
	

	___________
	4. Create and fix an extra item being placed into the bagging area inside a transaction.
	

	___________
	5. Create and fix an extra item being placed into the bagging area outside or a transaction.
	


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

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

check cart item — Large item, such as a 50 pound bag of dog food, 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 items 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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