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Proprietary Notice 

The entire contents of this user guide were prepared for the sole use of KEV Group Clients and are not intended for the public domain. Many elements in this user guide are 
considered proprietary and confidential as they contain business logic, business methods and system screen shots, therefore the entire contents of this user guide MAY NOT 
be copied or distributed outside of school districts clients with KEV Group without written prior consent of the KEV Group Inc. Any distribution, copying, or other use by anyone 
else is prohibited. If you are not the authorized recipient, please destroy this user guide immediately. 

  

© Copyright. All rights reserved. 
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School Cash Catalog – School Report List 

The School Cash Catalog includes the following reports:  

1. Account Report (SFO) or Category Report (SCA) – Perfect to determine total revenue collected in a specific 

Account/Category 

2. Adoption Report – Perfect to track registration by school and/or district 

3. Batch Report – Perfect for tracking online payment deposits and reconciliation 

4. Item Attachment Report – Perfect to obtain a list of payments by item 

5. Item Order Report – Perfect to determine who bought the item, with or without choices 

6. Item Option Report – Perfect to gain a summary of purchased choices 

7. Payment Schedule Report – Perfect to review scheduled payments 

8. Permission Form Report – Perfect when a list of online signed permission forms is required 

9. Student Balance Report – Perfect to determine outstanding student account balances 

 

To view these reports, select Reports tab. 
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 1. Account Report (SFO) or Category Report (SCA) 

There are three Account/Category Reports (Account/Category, Items, Students) 
 

 

Features:  
1. Filter by  

a. Bank Account 

b. Year (defaults to current school year) 

2. Select a Date Range – Payment Date (optional) 

3. Account / Category Filters 

a. Select All Accounts / Categories (by Name or Number) 

4. Sort 

a. Account / Category Name or Account / Category Number 

 

a. Select above filters 
b. Click Generate 
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Account/Category Report #1: 
Displays:  

o Accounts/Categories with Revenue/Waived/Refund payments made Online and through School Cash 

Register 
 

 
Figure #1 – Account /Category Report - sorted by Account/Category Name 

 

• Click on Account/Category Name to drill-down to the next report. 

Account/ Category Report #2  
Displays:  

o Items associated with the Account/Category selected  

 

Figure #2 – Account /Category Report – Drill Down – Item List by Account/Category Name 

 

• Click on Item Name to drill-down to the next report. 
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 Account/Category Report #3  

Displays: 

o Student payments for the selected item 

 
Figure #3 – Account /Category Report – Drill Down – Student List by Item Name 

2. Adoption Report 

There are three Adoption Reports:  School Report; Homeroom Report; and Registration Report.  

Adoption Report #1: School Report 

 
c. Select School Report from dropdown list 
d. Period Ending will default to today’s date 
e. Click Generate 
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 Displays:  

o Total number of Active Students based on nightly upload of SIS file 

o Number of students that are registered on School Cash Online 

o Adoption percentage rate 
 

 

Figure #4 – Adoption Report #1 – School Report  

 

Adoption Report #2:  Homeroom Report 
 

 

a. Select School from dropdown list 
b. Homeroom will default to All 
c. Period Ending will default to today’s date 
d. Click Generate 
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Displays:  

o Total number of Active Students in each homeroom 

o Number of students that are registered on School Cash Online in each homeroom 
o Adoption percentage rate 

 

 
Figure #5– Adoption Report #2 – Homeroom Report  

Great report to use for Homeroom Competitions 
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 Adoption Report #3:  Registration Report 

 

 

 
a. Select Registration Report from dropdown list 
b. Select School from dropdown list 
c. Homeroom will default to All or select a specific homeroom from dropdown list (i.e. BN 4P) 
d. Registration has option to show either Registered, Unregistered or Both 
e. Registration Date – Start Date will default to earliest date that one of the students were registered on 

School Cash Online.  For example, student registered in Grade 1, six years ago, and is now at a Middle 
School, it will show the earliest registration date. End Date defaults to today. 

f. Online Payment is optional, also includes a start and end date 
g. Click Generate 
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Displays: 

o Number of Items Purchased and last Payment Date 

o Registration date for student 
o Separate report for students that have not been registered on School Cash Online 

 

 

Figure #6– Adoption Report #3 – Registered / Unregistered Reports  
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3. Batch Report 

 

There are four Batch Reports: Batch Total; General Ledger Summary; Item Summary; and Student Summary.  
 

 
 

a. Bank Account defaults to school’s bank account 
b. Batch Number defaults to All. Dropdown menu allows for individual batches to be selected. 
c. Payment Method defaults to available online payment tenders.  Dropdown menu allows filter of different 

tenders. 
d. Fiscal Year defaults to current year.  Dropdown menu allows to review previous years. 
e. Deposit Start/End Dates default for a one-month period. 
f. Generate or Export will provide two different styles of batch reports.  Click Generate 
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Batch Report #1:  Batch Total 
 

Displays: 

o All the batches for the report period selected (start / end dates) 

o Includes Payment Date (when batch was created), Batch Number, Amount, Payment Method, and Bank 

Deposit Date (when funds were transferred to the school’s bank account.) 

Note:  Batch with “R” is either a refunded or rejected transaction.  (Rejected eCheck) 

 
Figure #7– Batch Report #1– Batch Total  

 

 

• Click the Batch Number hyperlink to drill-down to next report 
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 Batch Report #2:  General Ledger Summary 

Displays: 

o Account # and Account Name and amount that was deposited into GL accounts. 

 
Figure #8– Batch Report #2– General Ledger Summary  

• Click the Green Directional arrow to drill-down to next report 

Batch Report #3:   Item Summary 
Displays: 

o Item ID, Item Name, Catalog School Year and amount of online payments made for each item. 

 
Figure #9– Batch Report #3– Item Summary  

 

• Click the Green Directional arrow to drill-down to next report 

  



 

June 20 © KEV Group Inc. Private & Confidential Page 15 of 38 

DOCUMENT TITLE 
 

SCHOOL CASH CATALOG 
 

How to Generate Reports 
 Batch Report # 4:   Student Summary 

Displays: 

o Students and items paid online. 

 

Figure #10– Batch Report #4– Student Summary  
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 3b. Batch Report – Export 

 

a. Click Export 
 

 

 

 
Select the Batches to Export, then click Download.  Export will be in Excel format. 
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 Batch Report Export: Account/Category Summary 

 

Displays: 

o All batches for the report period selected (start/end dates) 

o Includes Payment Date (when batch was created), Batch Number, Account Name & Number, Payment 

Method with Amount, and Deposit Date (when funds were transferred to school’s bank account.) 

 
Figure #10– Batch Export – Account/Category Summary  

 

Batch Report Export:   Item Payment Details 
 

Displays: 

o All batches for the report period selected (start/end dates) 

o Includes Payment Date (when batch was created), Batch Number, Account Name & Number, Item 

Name, Purchaser (individual that paid online), Recipient (public item payment), Student Name & 

Number, Payment Method with Amount, Batch Total, Deposit Date (when funds were transferred to 

school’s bank account), Receipt Number & Total. 

o No drill-down required 

 
Figure #11– Batch Export – Item Payment Details 
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 4. Item Attachment Report 

 

Features:  
1. Filter by: 

a. Year (defaults to current school year) 

b. Item Status of; All, Active or Expired 

c. Attachment Type; All, Required or Optional (Based on Item attachment in Catalog) 

d. Name of Item; select one or more catalog items, dropdown lists all items based on item status or attachment type 

selection 

e. Show (payment status); All, Fully Paid, Partially Paid Waived, Waived, Refunded, Not Paid, Rejected, or 

Outstanding (results reflect online and register payments).  Scheduled will result in a blank report if an item does 

not have a Recurring Payment assigned. 

2. Sort by 

a. Student # / Student Name (defaults to Student Name) 

b. Homeroom of all school homerooms provided in SIS upload 

c. Item Name 

d. Payment Date 

e. Grade of all school grades provided in SIS upload 

f. Course Section of all course codes and sections provided in SIS upload and attached to item 
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 3. Include Inactive Students 

4. Select a Date Range (optional) 

5. Optional Filters 

a. Individual Student Information 

b. Homeroom / Grade / Course Section (provided in SIS upload) / Group (Group Management) 

 

Example: Item Attachment Report – Show All 
 

 

a. Select Name of Item (Band Hoodie) 
b. Select Show (Payment Options) All 
c. Click Generate button 
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 Displays: 

o Status of all students attached and the payment statues (Paid / Waived / Refunded / Owing). 

 
Figure #12– Item Attachment Report – Show All Payment Status 

 

 

d. Select Printer Icon to print report 
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 5. Item Option Report 

 

Features:  
1. Filter by  

a. Year (defaults to current school year) 

b. Item Status of; All, Active or Expired 

c. Name of Item; select one or more catalog items, dropdown lists all items with options and based on item status 

and/or attachment type selection 

d. Show (payment status); All, Fully Paid, Partially Paid, Waived, Refunded or Rejected (results reflect online and 

register payments).  Scheduled or Outstanding will result in a blank report. 

2. Sort by 

a. Student # / Student Name (defaults to Student Name) 

b. Homeroom of all school homerooms provided in SIS upload 

c. Payment Date 

d. Grade of all school grades provided in SIS upload 

e. Course Section of all course codes and sections provided in SIS upload and attached to item 

3. Select a Date Range – Payment Date (optional) 

4. Student Filters 

a. Individual Student Information 

b. Homeroom / Grade / Course Section (provided in SIS upload) / Group (Group Management) 

c. Attachment of; All, Required or Optional (Based on Item attachment in Catalog) 
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Example: Item Option Report – Show All 
 

 
 

a. Select Name of Item (Band Hoodie) 
b. Select Show to All 
c. Click Generate button 
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 There are two reports: 

Item Option Report #1  
Displays: 

o Options/Choices that were ordered 

o Share this with the vendor to place the order 

 
Figure #13– Item Option Report #1 – Option/Choices with Quantity Purchased 

Item Option Report #2  
Displays: 

o Students that ordered the different Options/Choices  

 
Figure #14– Item Option Report #2 – Option/Choices Student Purchases 

d. Select Printer Icon to print report 
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 6. Item Order Report 

 

Features:  
1. Filter by 

a. Year (defaults to current school year) 

b. Item Status of; All, Active or Expired 

c. Name of Item; select one or more catalog items, dropdown lists all items based on item status or Search by 

Attachment selection 

d. Show (payment status); All, Fully Paid, Partially Paid, Waived, Refunded or Rejected, (results reflect online and 

register payments). Scheduled or Outstanding will result in a blank report. 

2. Sort by 

a. Student # / Student Name (defaults to Student Name) 

b. Homeroom of all school homerooms provided in SIS upload 

c. Payment Date 

d. Grade of all school grades provided in SIS upload 

e. Course Section of all course codes and sections provided in SIS upload 

3. Select a Date Range – Payment Date (optional) 

4. Student Filters 

a. Individual Student Information 

b. Search by Attachment; All, Required or Optional (Based on item attachment in Catalog) 

c. Grade /. Course Section / Group / Homeroom; provided in SIS upload 
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 Example: Item Order Report – Show All 

 

 
 

a. Select Name of Item (Band Hoodie) 
b. Select Show to All 
c. Select Sort By to Homeroom 
d. Click Generate button 
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Displays: 

o Students that have made a full purchase, partial purchase, waived, refunded for the item(s) selected and 

includes Options/Choices 

o Sorted by Homeroom will assist with distribution of items 

 

 

Figure #15– Item Order Report – Show All Payment Status 

e. Select Printer Icon to print report 
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7. Payment Schedule Report 

 

Features:  
1. Filter by  

a. Year (defaults to current school year) 

b. Name of Item; select a catalog item (only items with Recurring Payment option will be listed) 

c. Show (payment statues); All, Fully Paid, Pending, Waived, Refunded or Rejected (results reflect online and register 

payments) 

2. Student Filters 

a. Individual Student Information 

b. Search by Attachment type 

c. Grade of all school grades provided in SIS upload 

d. Course Section of all course codes provided in SIS upload 

e. Group created in or uploaded to Group Management 

f. Homeroom of all school homerooms provided in SIS upload 
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Example: Payment Schedule Report – Show All 
 

 
 

a. Select Name of Item 
b. Select filter Show - Scheduled 
c. Click Generate button 

 

Displays: 
o Students that have scheduled payments, includes payment date and status of Cleared or Pending. 
 

 

Figure #16– Payment Scheduled Report – Show All Payment Status 

d. Select Printer Icon to print report  
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 8. Permission Form Report 

 

Features:  
1. Filter by  

a. Year (defaults to current school year) 

b. Name of Item; select one or more catalog items (displays only items with Permission Form selected) 

c. Search by Attachment (dropdown is based on how the item was attached) 

d. Show (payment status) All, Fully Paid, Partially Paid, Waived, Refunded, Not Paid, Rejected, Scheduled or 

Outstanding (results reflect online and register payments) 

2. Sort by 

a. Student # / Student Name (defaults to Student Name) 

b. Grade of all school grades provided in SIS upload 

c. Homeroom of all school homerooms provided in SIS upload 

d. Course of all course codes and sections provided in SIS upload 

3. Select a Date Range (optional) 

4. Optional Filters 

a. Individual Student Information 

b. Homeroom of all school homerooms provided in SIS upload 

c. Grade of all school grades provided in SIS upload 

d. Course Section of all course codes provided in SIS upload 

e. Group created in or uploaded to Group Management 
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 Example: Permission Form Report – Show All 

 
a. Select Name of Item 
b. Select filter Show – All (payment information) 
c. Click Generate button 

 
Displays: 

o Students that have purchased the item 
o Permission Contact with relationship to student 
o Volunteer status (optional) 

 

Figure #17– Permission Form Report – Show All Payment Status 

d. Select Printer Icon to print report 
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 9. Student Balance Report 

 

Features:  
1. Filter by  

a. Find by Grade or Find by Homeroom  

2. Sort by 

a. Student Last, First Name 

b. Student Number 

c. Grade of all school grades provided in SIS upload 

d. Course Section of all course codes and sections provided in SIS upload 

3. Student Filter (optional) 

a. Enter First Name 

b. Enter Last Name 

4. Select checkbox Active Student 

5. Optional Filters 

a. Year of All Years or Current Year 

b. Item Option All Items, Required Items or Optional Items 
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 Example: Student Balance Report – Current Year – Required Items 

 

a. Select Current Year 
b. Select Item Option – Require Items 
c. Click Generate button 

 

Displays: 
o Students that have funds owing for required items 
o Filter by Grade 12 for a list of graduating students that owe funds 

 
Figure #18– Student Balance Report – Current Year – Required Items 

d. Select Printer Icon to print report 
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 10. Public / Unlisted Items 

There is an additional filter when an item has been flagged as public / unlisted for three reports.  Item Option Report, 

Item Order Report , Payment Schedule Report 

Item Option Report – Public / Unlisted Filter 
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Displays: 
o Last page of Item Option Report #1 
o Recipient Name, Purchaser Name 

 

 

Figure #19– Item Option Report #2 – Public / Unlisted Purchases 
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 Item Order Report – Public / Unlisted Filter 
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 Displays: 

o Last page of Item Order Report 
o Recipient Name, Purchaser Name 

 

 

Figure #20– Item Order Report – Public / Unlisted Purchases 
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 Payment Schedule Report – Public / Unlisted Filter 
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Displays: 
o Last page of Payment Schedule Report 
o Recipient Name, Payor 

 

 

Figure #21 Payment Schedule Report – Public / Unlisted Purchases 

 

 

11. Exporting Reports 

There are several options to export School Cash Catalog reports.  CSV (comma-delimited) option is recommended, 

when wanting to sort a report in a different manner and/or remove columns within the report.  

 

 

 

 


