BEsT PRACTIC

ES FOR MANAGERS

Top Five Tips to Get the Most Out of Self Checkout

playees

Haold frequent orientation sessions to explain the benefits of salf checkout to employees
and ensure they are comfortable with the technology.

Schedule and oversee store level fraining before, during and after installation.

* Provide regular training updates to handle employee turnover.

Feap Best Practices Card at the Pay Station for easy reference._
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Make sure consumer malenals are available and in stock.
Make sure consumers are comfortable with the technology
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Assign responsibilities, hold associates to their dulies.

Feap all Self Checkout lanes open during business hours.

Dpen cashier-operated lanes as full service lanes first, express only when necessanry.
Make sure all managers carry a Shopper Assistant Card for quick response o customers.
Always encourage customers to use the system - it will increase throughput and sales.
Assign Self Checkout lane cleaning and maintenance to ensure best performance.
Encourage all personnel to follow Self Checkout best practices - it makes a difference.
Open cashier operated lanes next to Self Checkout lanes first.

Make sure Self Checkout lanes are siaffed at all Eimes

Put your best customer-friendly cashier/shopper assistant on the Salf Checkout lanes.
Schedule additional employees to offer assistance at the lanes on weekends and peak imes
{example: 4-7 pm].

¥ Use the ACM Sales/Hour Summary reports o detarming oplimal labar scheduling for lanes.

v Use the ACM Weekly Worksheet, Transaction Summary Report and Shopper &ssistant Activity Detail
Report to identify and resolve any Salf Chackout issues,

«  Minimize opportunities far shrnk.
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Reduce equipment problems by using the roubleshooting guide and/or recovery
procadures from the workbooks.
Know when and how to call the Help Desk.



BesT PracTICES FOR AsSISTING SHOPPERS AT THE LANE
Getting the Most Qut of Self Checkout
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1. Stay al the lanes al all imes to halp shoppers. Ba prepared o tender orders at the payslation.

2. Nevar reduca the schaduled time allotied for Sef Checkout Systems to work an
cashier-operated lanes or in ofher departments unkess vour Store Manager approves it

3. Be Helpful to the shopper. Offer to bag. |t will improve traffic flow,

d. Encourage shoppers (o uge the Sef Checkoul syetem. Amdime when nol helping shoppers,
sland in fronl of the lanes and offer b scan lor tham i needad - show ham how B do il

i. Remove any lrash on, in, and anound the lana.

1. When an ifem doesn go heough the ane and refums (o the shopper:
= Azk lhe shopper 1o Scan e flem agam.
+  Show how lo place fems inthe middle of e bell, ons al a (me.

* If it refums agam, go fo the customes. Perform an "overnde” by scanning your card, then scan he
ilem and place il on he bell, or "Scan-Scan."

1. For MokOn-Fie (NOF) lems:

+ [If he ball dossn'l move afler the ilem i scanned, his means he flem i NOF in the Poinl of Sale
Syslem for your entire slors. Take the Bme and "Leam” the NOF dems al the Saif Checkoul lans.
Scan card, scan ilem, follow screen prompds,

1. K ashopper dosan'l know how fo star:

= G0 o the cusiomer and show fiem how (o
= Find the: barcode and scan aach Hem
- Place each dem on e middle of he beli

- Towch "No barcode/producs” for lema withou! barcodea
4. [fihelane dossn' respond or is "Fozen:

» Press the green buiton ONCE. Aresel (akes approximaiely 2 minubes. Pressing e green
bution more (han onoe makes e restan cyde wo (o five Bmes longer,

1. Clean fhe scannerscale, sensor, arches, bells and side shiekd by spraying a mikd soap and
water solufion with ammeonia info a clean rag, preferably cloth - DO NOT spray surfaces of
the lane direclly. If paper bbwels are used, MAKE SURE thal no paper pleces are leffin the
amchas of around the sansors,

2. Ensure bags are available for shoppers.

1. Ifavailable, make sume that self chackout signage is in place and bag stuffers are readily
available for shoppers, Check with yvour Manager for availability.





