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1 Important notes 
PLEASE DO NOT BE TEMPTED TO SURF THE INTERNET ON THIS LAPTOP AS WE HAVE LIMITED 

DATA AND IT IS VERY EXPENSIVE TO TOP UP. 

2 At the start of the day 
Laptop 

The laptop should already be set up from the previous day. Make sure that the laptop is 
connected to the mains and is charging ! 

If you need to log on use the SCG User account using the password SCG_Password 

The ‘GK2026 Sales Ledger v3’ file resides on the desktop. Click the icon to open the file. This 
is what you should see : 

 

Router 

The STRONG LTE Router (white box with antennae) needs to be on with all the blue lights 
illuminated along the front. This connects us to the internet and allows us to send emails. 
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Printer 

The printer needs to be turned on before any sales are recorded. Press the round power button 
at the front left side of the printer. Ensure that the blue USB lead is connecting the printer to 
the laptop. 

 

If the printer complains about low ink there are spare printer ink cartridges to use. Follow the 
instructions on the printer’s display to change ink cartridges. If you have to use replacement ink 
cartridges please let Diane know by calling 07910 113320. 

There should be plenty of A5 printer paper. If you are running low then please let Diane know 
by calling 07910 113320. 

Handy hint - If the printout is gibberish try disconnecting and reconnecting the blue USB cable. 

 

The excel spreadsheet 

Once opened there are 3 tabs at the bottom of the screen : 

1 enter piece number here – this is where you record any sales and this is the only tab that you 
need to use 
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2 list of entries – this is the master list of all artist’s entries and shows whether they were 
checked in, sold, withdrawn etc. You cannot change anything on this tab. 

 

3 list of sales – this is a list of all sales since the start of the exhibition. You cannot change 
anything on this tab.  

 

3 Recording a Sale 
Record each sale by entering the pieces’ unique number in the yellow box then press ‘enter’ on 
the keyboard. All of the details for the piece should then appear as follows : 
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Check that this is the correct piece before pressing one of the green ‘sale by xxxx’ buttons 
to record the sale. 

 If the sale was by card machine then press ‘sale by card machine’ – this includes Apple 
Pay etc 

 If the sale was by cash then press ‘sale by cash’ 
 

The sale will be recorded and an email sent to the artist informing them of their sale. 

If the item has not been checked in you will see a pop-up box telling you this. Consult the 
senior steward. 

If the item has already been sold you will see a pop-up box telling you this. Consult the senior 
steward. 

 

Two copies of the receipt will be printed. One of these should be kept with the daily sales 
record, the other should be handed to the customer along with the SumUp card machine receipt 
(unless they have paid by cash)’ 

Receipts look like this : 

 

Note that there will be a single receipt for each sale. So if a customer buys 3 items they will get 
a single receipt. 
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Please remember to also complete the daily sales record with the details of each sale and place 
red dots on the checking in sheet against the item that was sold. This can be done later if you 
are busy serving customers! 

Note that there is no longer any need to complete a hand written receipt in the triplicate book 
unless there is a problem with the computer system or printer. If a hand written receipt is 
generated then the pink copy should be store with the daily sales record and the white copy 
given to the customer. 

4 At the end of the day 
The excel file is auto saved – however just to be certain select ‘File’ then ‘Save’ at the top left 
hand side of the screen. If the windows ‘ribbon’ isn’t visible then click somewhere near the very 
top of the screen. Then press ‘File’ then ‘Save. 

 

 

Press the ‘send end of day records’ button – this will email the sales to Anton & Diane.  

DO NOT TURN OFF THE LAPTOP ! You may close the lid of the laptop but please don’t turn it 
off. 

Please leave the laptop, printer and STRONG LTE Router connected and do not turn off the 
mains at the wall. 

Any problems - call Diane on 07910 113320 


