
Printing Sheet Music 
 
 
OPTION A: The customer orders a certain number of sheet music copies off the website. They 
will be instructed to email you a list of the titles they want printed. Just log in to the Digital 
Retailer site, add the titles to the cart, check out, and print out the copies on the Xerox. No 
customization possible. 
 
OPTION B: The customer comes into the shop to customize their sheet music. This must be 
done in person. 
 
Log in to https://digitalretailer.halleonard.com/instore/ 
Ask Kacie for the login if you need it. 
 
Show the customer your screen. Help them search for the title they desire. If there is a yellow i 
symbol next to the piece, it is “interactive” and can be customized. 
 
If the sheet music isn’t available in their instrument, search for the Piano/Vocal or 
Piano/Vocal/Guitar version. Once you open that piece, you can hit the Top Staff Instrument 
button to change the melody line to a variety of instruments. 
 

 
 
 
  



Customize the sheet music to the customer’s satisfaction. 
 
 

 
 
Buttons, from left to right: 
-- play a sample of the audio 
-- change the tempo 
-- transpose the key (if you change the instrument you will probably also need to change the 
key) 
-- change the top staff instrument 
-- change the note size 
-- reset 
-- view options 
-- download (Warning: this button may charge us money. Accept payment from the customer 
before you click this button!) 
-- full screen 
 
 
Add the piece to the cart. Help the customer find any more sheet music they want. 
 
Double-check that the customer is fully satisfied. Once we print out the sheet music, there are 
no refunds. 
 
  



Accept payment from the customer at the main computer in the lobby. 
 
Open the POS menu in AIM. 
 

 
 
Hit the Classic button. 
 

 
 
  



Select the Category “Printed Sheet Music”. Click in the Description box and select “Sheet Music 
Printing Fee”. Tab over until a $5 printing fee has been applied to their order. 
 

 
 
Select the Category “Printed Sheet Music”. Click in the Description box and select “Sheet Music 
Copy”. Type the quantity of copies into the Qty box and tab over to charge them $3.99 per copy 
printed. 
 

 
 
  



Complete the transaction as normal. 
 
Return to the Digital Retailer site on your laptop. Complete the transaction there (don’t let the 
customer see the dealer prices) and print out the sheet music for them. 
 
Warning: in the cart I’m getting the error message “Interactive titles will be delivered in their 
original key. If you'd prefer another key, you will be able to transpose after your purchase is 
complete.” Before you print, click the yellow i button to verify that the customer’s 
customizations were saved. 
 
 
If something goes wrong with printing, print it again the right way and give it to the customer. 
Afterwards email instore@digitalretailer.halleonard.com and ask for a refund on the wrong 
version. 


