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[bookmark: _GoBack][image: ]Gallery 53 on Rocky Neck 
Operating Procedures – 2017 (updated 6/7/17)

Open Daily: (May 25 to October 15, 2017)	Daily 10am to 6pm, 'till 8pm Fridays and Saturdays		
Opening the Gallery
1. Open the lockbox to retrieve key to the gallery door. Slide cover down, dial combination 2012. Tilt front face toward you while depressing black lever on top left to open box. Remove key and unlock the door. Then return key to lockbox and close it till it clicks. Slide cover up.
2. Turn wooden Open/Closed sign to “Open” (hanging outside to right of front door). 
3. Turn on the lights – most switches are in a circuit box located at the far end of the gallery near the Rudder. Instructions for all lights are posted near the circuit box. Turn on wall switches next to the front door and above the refrigerator in Ann Fisk room.
4. Main Gallery: Open back door and windows to get comfortable airflow. Gate in back door has notch on lower right side that has to fit over door hinge. The windows have to be propped open with sticks. 
5. Ann Fisk Room: Remove white bar in front of window in door next to bathroom. Open window for better air circulation in room.
6. Check artwork to make sure everything is neat, tags are straight, etc.
7. If you are on the First Shift of the day: Check the schedule for the names of artists scheduled to cover the gallery tomorrow, and call or text (if TXT is after their name on the phone list) each artist to remind them of their duty. See First Shift of the Day under Making a Sale with ShopKeep.
Note:  If you’re on duty and the person scheduled to sit after you does not show up, call them first. If they are not available, try to find a substitute. If you can’t stay or find anyone to sit, call the manager, lock door and leave. If you sit for someone that has not shown up, they owe you equal time gallery sitting or $15 and hour.
Greeting and Assisting Customers
1. Greet and welcome customers as they come into the gallery.  
2. Ask visitors where they are from and if this is the first time they have been to the gallery. Tell visitors that we are a co-op, all of the 32 artists are local (to Cape Ann or the North Shore) and all of the work is original. (Information about the gallery building is posted by front door over artists bio book.)
3. Familiarize yourself with the work hanging in the gallery so that you can answer questions for customers, as much as possible. Artist’s business cards are in card holders under their bios on their wall or next to their pottery, jewelry, wood, or glass. 
Updating the Daily Log 
1. (First person of the day) Enter the day of the week and date at top of page.
2. (First person of the day) Check off opening shift tasks … “Turn on Lights, Call tomorrow’s sitters and Turn open/closed sign” after you have done them.
3. Enter your name next to the hours of your shift in the appropriate space.
4. Write general comments about the weather or gallery next to Sales/Comments 
(e.g. rainy and cold, tour group stopped by, etc.).
5. In the Visitor Count box, keep a tally of the number of people who come into the gallery with tick marks during your shift. At end of your shift record total number of visitors.
6. Keep track of the number of sales slips processed during your shift with tick marks and/or by counting your duplicate printed sales slips. 
7. Call or text each artist with sale over $10 at end of shift to let them know about sale.

Making a Sale with ShopKeep Point of Sale System
FIRST SHIFT OF DAY
You should see the log-in screen on the iPad. If the iPad is not turned on, press and hold silver rectangular button on top left rim and hold until you see apple logo. It will take a few minutes to load. 
“Slide to Unlock” appears. Swipe to right. (If screen goes blank, press round button on right side to turn screen back on.)
“Enter Passcode” 1945. 
Make sure the Ingenico credit card scanner is plugged in and turned on. If screen is blank, push black button on the right side to turn on.
If scanner or receipt printer will not work, Bluetooth may not be turned on … see Troubleshooting on page 6.
Log-in to ShopKeep using the last 4 digits of your phone as printed on G53 phone list. 
Update the iPad. Open Main Menu by touching the menu icon [image: menu-icon] at top of screen and touch Get Updates to download recent changes made to inventory.
[image: Get-Updates]

WRITE UP A SALE
1. Locate inventory code label on artwork that customer wants to purchase. To find the code in ShopKeep, touch the little magnifying glass on the top right of Transaction Screen and type the first 3 letters, a – (hyphen) and the first number of the code in the search form. A list of that artist’s inventory will appear. 
Touch the inventory code you want and the Transaction will appear. It has three parts:
a. Description, is on left, followed by QTY, Unit, Price, Subtotal, Discount & Total (This will be in the light grey box on the screen.)  
b. A black box on right contains Walk-in, Subtotal, Discount, Tax and a $0.00 amount.  
c. Save, More, Cash, & Credit is below the black box. As you select artwork to be purchased the sales will be calculated here.
The Artist’s Inventory Number is in the light gray box. The total sale is in the Black box.
To record the customer information
a. In the black box tap Walk-in and a Customers list will appear. Ask the customer if they have purchased any work previously. If so, search for their name by clicking the magnifying glass. A keyboard will appear to type the name.
b. If the search does not bring up their name or they are a new customer tap the Plus sign (+) to add them to the Customer List.  A new box will popup titled New Customer. You may ask the customer to type in their information. Tap on their name and you will return to the total dollars owed.
c. If the customer does not want to give you their name, tap Walk-in.
To pay by cash
a. Tap Cash. A box will appear with the “Amount Tendered”. Record the amount they give you and tap Cash. 
b. A screen appears showing the amount of change due and the receipt type – Print Receipt or Email Receipt. Ask customer if they want to have their receipt emailed. If they say yes, touch Email Receipt, ask them to fill in their email address and touch Done. The receipt will be emailed to the customer and the cash drawer will open.
c. If they want a printed receipt, touch Print Receipt and touch Done. The receipt will print and the cash drawer will open.
d. Take the customer’s money and give them their change.
To pay credit card
a. Touch Credit. Swipe the card through the slot on top of card scanner with the stripe toward you, facing up. 
b. Once swiped, Print Receipt or E-mail Receipt appears. Select one or both.  If the customer hasn’t given you their e-mail address and they want an e-mail receipt ask them to complete e-mail address box. Then tap Done.
c. After the card is swiped, a signature line should appear. Turn the iPad upside down toward wall and ask customer to walk around and sign the iPad with their finger. When finished touch Done and the receipt will print.
To pay by Check 
d. Touch More then touch Check. A window will appear with the Amount Due, Print Receipt and Email Receipt. Ask customer to make out the check to Rocky Neck Art Colony Galleries or RNACG not Gallery 53. Make sure the customer’s phone number is on the check. 
e. A screen appears with Print Receipt or Email Receipt. Ask customer if they want to have their receipt emailed. If they say yes, touch Email Receipt, ask them to fill in their email address and touch Done. The receipt will be emailed to the customer and the cash drawer should open.
f. If they want a printed receipt, touch Print Receipt and touch Done. The receipt will print and the cash drawer should open. If cash drawer doesn’t open touch No Sale.
To Save transaction If customer is not ready to complete transaction and you want to wait on someone else.
g. Touch Save. This will save their receipt and you can go on to the next customer.
h. To recall the saved receipt, tap the 3-line icon on top left to open the Menu screen; select Checks to recall the customer’s receipt in a new screen.  
i. Tap their Receipt and it will bring up the Transaction window. Finish the sale as above.
Completing the Sale
j. Package the item as needed. Small pottery items and fish tiles can be wrapped with tissue paper and scotch tape. Large pottery items and framed artwork should be wrapped in bubble wrap and packing tape. Bubbles should face the artwork. A variety of bags are in the cabinet behind the right side of the front counter.
k. Print a second receipt for the desk, by touching the 3-line menu icon [image: 3-lines] on top left, then touch “Reprint Receipt”. The most recent receipt appears with previous receipts on left. Select receipt and touch Print Receipt. 
Cancel or Correct a Transaction
l. If at any time you want to delete a Transaction because you made a mistake or the customer decides against the purchase tap Discard next to the ShopKeep Logo.
m. If you want to delete one item on the Transaction page tap the QTY amount and select 0 and delete in red. If the customer is buying several works with the same Inventory # tap QTY and tap on the Number being purchased.
Discount or Cancel the Sales Tax – In the black box on the upper right portion of the Transaction Screen under Walk-in you will see Subtotal, Discount, and Tax.
n. Discount – if a customer asks for a discount on any artwork the sales person should call the artist.  If the artist agrees to give the customer a discount, tap Discount and enter either a Dollar Amount of the discount or a Percentage of discount.
o. Tax-free weekend or the customer wants the work shipped out of state you can tap the Tax and it will not add the tax to the receipt. There is also no sales tax on clothing (such as silk scarves).
AT THE END OF EACH SHIFT
1. Call each artist whose work sold to inform him/her of the sale. (If sold price is over $10).	
2. Enter the Total Number of Sales processed on your shift in the Daily Log.
3. Enter the Total Number of Visitors that came into the gallery on your shift in the Daily Log.
4. To sign out open the Menu (tap the 3-line icon) and touch sign out on upper left. The sign in screen will appear for the next gallery sitter. DO NOT CLOSE SHIFT.
LAST SHIFT OF DAY
1. If a portable heater is on, TURN IT OFF.
Turn open gallery OPEN sign to CLOSED, close front door.
Tap Sign Out. You do not have to count cash or reconcile the money in the drawer. Our bookkeeper comes in once a week to count and remove cash.
Staple all the day's receipts together and circle date on top slip.
Close back door and all windows.
Turn off lights at electric box. Do not turn off the two taped switches.
The jewelry case lights and lights in the Ann Fisk Room stay on all night.
Go outside, Close and Lock the Door. Return key to the Lock Box and scramble numbers. Close the flap cover to hide the numbers.
SHIPPING
We ship via ESP – “Easy Ship & Pack”. Items are packed and shipped at customer’s expense.
1. Ask the customer to fill out an Easy Ship & Pack shipping form (back of white binder) with name, address, telephone number, and credit card info (number and expiration date).  The shipper will charge the customer’s credit card directly for the shipping cost. Give customer a carbon copy of shipping form.
Print out two duplicate sales receipts. Put one in box and staple second to the ESP shipping form.
Call the artist, who is responsible for delivering the item, along with the completed shipping form, to:  Easy Ship & Pack, 127 Eastern Avenue, Gloucester, MA (next to Shaw’s Market and Radio Shack) 978-281-4641. 


TROUBLE SHOOTING 
iPad Does Not Respond
1. Make sure iPad is plugged in and power is turned on.
2. Press small button on top left edge and hold in until you see Apple logo.
3. Wait a few minutes, when “slide to left” appears, lightly slide to left with finger.
Printer Won't print or Printer Not Connected Error
1. Press red button, then touch Settings gear icon on bottom right. 
Touch Bluetooth then select Bluetooth on; a green area to the left of the circle indicates that the system is on. My Devices Star Micronics (the receipt printer) should be Connected and the ICMP-20507206 (the card reader) should be Connected. 
Press red button on right side of iPad to exit.
Touch ShopKeep Icon on bottom of screen to get back to ShopKeep.
Forgot to Print Second Receipt
1. Touch 3-line icon.
1. Touch History/Receipt.
1. The last receipt processed will appear with list of previous receipts for shift below.
1. Select the receipt you want and touch Print Receipt.
1. Do not touch Start Return.
Credit Card won’t scan
1. Touch Enter Manually on the Credit window.
2. Fill in the customer’s credit card number, exp. Date, CVV and billing zip code.
3. Flip the iPad over for customer to sign. (The text will also flip so it's right side up.)
4. Print or Email receipt.
5. If this does not work, reboot the iPad by pressing the small rectangular button on the top right edge and hold for a few seconds.
Issue Refund
1. Touch 3-line menu icon.
1. Touch Refund. A list of recent receipts will appear.
1. Select receipt you want to refund.
Out of Supplies
1. Call, text, or leave message for Judy or Cynthia and tell her what is out of stock.
If we are out of change or bathroom supplies, call Pat Conant at 207-239-4403.
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