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School Cash Register 
How to Create A Group Collection 

 
The Group Collection feature is part of School Cash Register.  Group Collections are typically a list of payments 
that have been collected by a staff member, for an item that has been created in the School Cash Catalog.  The 
payment list would include the item name, the name of the student making the payment, the amount of the 
payment and the tender type (cash, check or combination).   
 
Items must be created and attached to students in the School Cash Catalog before they become available for 
Group Collection.  Any type of item can be used to create a Group Collection campaign.  A Group Collection 
Campaign can be created regardless of the type of student attachment used when the item was created.   
 
One of the most common items would be a class trip (eg: Grade 10 Field Trip to Science Museum).  Payments 
itemized in a Group Collection Campaign will be reported in School Cash Catalog reports as well as in the 
Group Collection Payment Summary Report. 
 
The Group Collection feature is not able to record partial payments or credit card payments. 
 
Group Collections will allow the user to: 

 Create a Group Collection Campaign 
 Create a Campaign based on a selected student attachment.   

NOTE:  This attachment can differ from the student attachment type selected when the item was 
created. 

 View a list of students attached to the selected campaign 
 View the total number of students in the campaign 
 View the number of students who have paid for the item 
 Itemize payment type (cash, check, or combination) 
 Select item options during payment (some conditions apply) 
 Issue a receipt for payment 
 Generate a Payment Summary Report 
 Create a deposit in School Cash Accounting Deposits and Receipts 
 Re-use an open campaign to itemize additional payments 
 Complete a campaign when no further payments are expected 
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1. Group Collection Features 

Items must be created in the School Cash Catalog and attached to students before they can become 
available for payment using School Cash Register Group Collection! 

 

School Cash Register Group Collection – Display 
 

Features: 
A. Group Collection Tab: Displays existing Group Collection Campaigns (top half of 

window) and items available to create new Group 
Collection Campaigns (bottom half of window) 

B. Select Existing Group Collection: Displays “open” Group Collection Campaigns 

C. Show Completed Group Collections: Optional Filter to display completed Group Collection 
Campaigns 

D. Create New Group Collection: Displays a list of active items(bold text) available for use as 
a Group Collection Campaign 

E. Item: Displays Item name as listed in School Cash Catalog 

F. Attached by: Displays type of Attachment created in School Cash 
Catalog 

G. Cost: Displays item cost created in School Cash Catalog 

H. Created: Displays date item was created in School Cash Catalog 
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I. Selected Item: Select item (check box) to be used to create a new Group 
Collection Campaign 

J. Select: Click Select to complete the new Create a New Group 
Collection Campaign process 

K. Page Turners: Click required “page turner” to move around item list.  
NOTE:  Item list displays 10 items per page 

How to Create a Group Collection Campaign  

Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the 
My School Store group 

 

School Cash Main Menu – Display 

 

Step 2: Click Close to close Student Search window 

 

School Cash Register Student Search Window – Display 
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Step 3: Click Group Collection tab 

  
School Cash Register Group Collection Tab – Display 

 

Step 4:   

 
School Cash Register Group Collection – Display 

 

A. Create New Group Collection:  Scroll item list to select required item.  (eg:  Grade 10 Field 
Trip to Science Museum)   
NOTE:  Active items appear in bold type.  Inactive items 
display in “greyed” out text. 

B. Check Item:   Click checkbox to left of required item 

C. Select:    Click Select button 
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2. Select Collection Details for Group Collection Campaign 

Collect By: options are perfect for creating a specific Group Collection Campaign! 

  
School Cash Register – Group Collection Campaign – Display 

 
Features: 

A. Group Collection tab: Group Collection tab selected 

B. Group Collection for: Name of selected item displays in red text 

C. Collect By: Select required collection type 

D. Collect By Options: Select required collection option. 
NOTE:  Options will vary depending on Collect By: selection 

E. Collection Name: Group Collection Campaign name will display in text box 
NOTE:  The Group Collection Campaign name can be edited if 
necessary. 

F. Create Group Collection: Click Create Group Collection to finalize creation of Group Collection 
Campaign 

 
NOTE:  Newly created group collection will open automatically and is ready for payments to be itemized. 
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3. Select an Existing Group Collection Campaign 

Select an existing open Group Collection Campaign in order to continue to itemize payments! 

 
School Cash Register Group Collection Select Existing Group Collection – Display 

 

Features: 
A. Group Collection Tab: Select Group Collection tab to see a list of existing Group 

Collection Campaigns 

B. Select Existing Group Collection: Displays a list of all “open” Group Collection Campaigns 

C. Collection: Displays Group Collection Campaign Name 

D. Collected by: Displays type of attachment selected when Group Collection 
Campaign was created 

E. Cost: Displays Group Collection Campaign Cost, based School Cash 
Catalog item 

F. Started: Displays date Group Collection Campaign was created 

G. Collected: Displays number of payments accepted in selected Group 
Collection Campaign as well total number of students attached to 
selected campaign 

 Click Select to open existing Group Collection Campaign 
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4. Itemize Payments in a Group Collection Campaign 

Selected Group Collection Campaign will: 
 Display a list of students based on the Collect By option that has been selected 
 Display all student information (last name, first name, Student #, Guardian) 
 Display Cost of item 
 Display number of students attached to Group Collection Campaign 
 Display number of payments collected for current Group Collection Campaign 
 Allows for “all” Payment itemization with either cash or check.  

NOTE:  This option is best used when there is a limited number of outstanding payments. 
 Allows for itemization of individual item payments with either cash, check or combination tender 
 Allows for a receipt to be issued 
 Allows for a Payment Summary Report to be printed 

 

 
School Cash Register – “Open” Group Collection Campaign - Display 

 

Features: 
A. Group Collect Tab:  Select Group Collection tab to either create or open a Group Collection 

Campaign 

B. Group Collection:  Displays name of open Group Collection Campaign 

C. Money Handed in By: Displays current user name 

  



 

© KEV Group Inc. ~ 11 ~ School Cash Register – How to Create A Group Collection (05/13) 

D. Group/Collected:  Displays type of attachment selected when current campaign was 
created 
Displays number of payments collected out of total students attached to 
campaign 

E. Last Name: Displays Student Last name, as listed in student data. 

F. First Name: Displays Student First Name, as listed in student data 

G. Student #: Displays Student #, as listed in student data 

H. Guardian: Displays Guardian Name, as listed in student data 

I. Cost: Displays cost of item, associated with the open Group Collection 
Campaign 

J. Payment Option: Displays payment type (Cash, Check, Combination) or None if item is 
unpaid 

K. Receipt: Checking Receipt check box would issue a receipt for payment 

L. Print: Print option allows user to print selected receipts and Payment Summary 
Report 

M. Deposit: Deposit option allows user to create a deposit in School Cash Accounting, 
Deposits and Receipts module 
NOTE:  Group Collection Campaign will stay open, to allow additional 
payments to be itemized. 

N. Complete: Complete option allows the user to create a deposit in School Cash 
Accounting, Deposits and Receipts module. 
NOTE:  Group Collection Campaign will close.  No future payments can be 
itemized in the campaign. 

HINT:  Each column header can be used to sort the column.  By default list displays in Ascending order based 

on Last Name.  Click a Last name column header to sort list in descending order (Z to A) .  
Any column header can be used to alter the sort order display. 

How to Itemize a Group Collection Campaign  

Perfect way to itemize a Group Collection Campaign when not all student have paid for the item and the 
type of tender varies! 

Itemizing individual students, allows the user to: 
 Select the required student from the available list of students  
 Select the type of tender being used to pay for the item 

 
Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the My School 

Store group 

Step 2: Click Close to close Student Search window 

Step 3: Click Group Collection tab 

Step 4:  Click required “open” Group Collection Campaign 
  Click Select 

  



 

© KEV Group Inc. ~ 12 ~ School Cash Register – How to Create A Group Collection (05/13) 

Step 5: 

  
Group Collection Campaign – Mixed Tender Type – Display 

 

  Locate the required student 
A. In Payment Option column, click required Tender type, either Cash or Check or Combo 

1. Select 1. Cash or enter #1 from keyboard for cash payment 

 
2. Select 2. Check or enter#2 from keyboard for check payment 
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3. Select 3. Combo or enter #3 from keyboard for combo payment 

 

 
i. Enter the value of cash 

ii. Press TAB, value of check will auto-calculate 
iii. Click Continue 

How is a Receipt Issued for a Payment? 

Perfect when a receipt needs to be issued for payment! 

A receipt can be issued either before the Group Collection deposit or as part of the deposit/complete process. 
To Issue a receipt for selected Group Collection Campaign Payment: 
 

 
Group Collection Campaign Payment Receipt – Display 

 

A. Select required student 
B. In Payment Option column, select required tender type 
C. Click Receipt check box 
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5. Print Receipts and Group Collection Summary Report 

Perfect when individual receipts have been issued and need to be printed.   
A Group Collection Summary report can be printed and returned to the staff member  

who has submitted the Group Collection. 

Using the Print features of the Group Collection allows the user to print receipts and/or a Group Collection 
Summary Report prior to creating a deposit for the Group Collection.    
 

 
Group Collection Campaign Print Options - Display 

Features: 
A. Summary information 

 Name of Selected Group Collection Campaign 
 Value of current collection 
 Number of students making payments in the current collection 

B. Print options 
 Print Group Collection Summary Report (Report includes a list of current payments, previous 

payments and still owing) 
 Print Individual Receipts (including number of individual receipts currently requested) 
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How to Print Individual Receipts for a Group Collection Campaign  

Perfect when individual receipts need to be issued for current Group Collection! 

Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the 
 My School Store group 

Step 2: Click Close to close Student Search window 

Step 3: Click Group Collection tab 

Step 4:  Click required “open” Group Collection Campaign 
  Click Select 

Step 5:  

 
Group Collection Campaign Individual Receipt Selected – Display 
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A. Click Print 

 
Group Collection Campaign Individual Receipt Selected – Display 

 

B. Select Print Individual Receipts 
 Click Print 

 
School Cash Register Group Collection Individual Receipt – Exhibit 

 

How to Print A Group Collection Summary Report for a Group Collection Campaign  

Perfect when a list of payments needs to be submitted to staff member responsible for current Group 
Collection! 

Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the 
 My School Store group 

Step 2: Click Close to close Student Search window 

Step 3: Click Group Collection tab 

Step 4:  Click required “open” Group Collection Campaign 
 Click Select 
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Step 5: Itemize all current payments 
 

 
Group Collection Campaign Individual Receipt Selected – Display 

 

A. Click Print 
 

 
Group Collection Campaign Individual Receipt Selected - Display 

 

B. Select Print Group Collection Summary Report 
 Click Print 
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Group Collection Summary Report – Current Payments – Exhibit 
 

 

Group Collection Summary Report  - Previous Payments– Exhibit 
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Group Collection Summary Report – Still Owing – Exhibit 

 

How to Itemize a Group Collection Campaign All Cash Option 

Perfect way to itemize a Group Collection Campaign when only a few students remain to be itemized and 
they have all paid for the item in cash! 

Using the All Cash option to itemize a group collection Campaign, assumes that all students have paid for the 
item, using cash as the tender.  This itemize option is best used when only a few students payments remain to 
be itemized and all payments were made in cash. 
 

Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the My School 
Store group 

Step 2: Click Close to close Student Search window 

Step 3: Click Group Collection tab 

Step 4:  Click required “open” Group Collection Campaign 
  Click Select 
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Step 5: 

 
Group Collection Campaign –All Cash Tender Type – Display 

 

A. In Payment Option column: Click All Cash 
All students that have not paid for the item will be 
marked paid, with a Cash tender type. 

How to Itemize a Group Collection Campaign Using All Check Option 

Perfect way to itemize a Group Collection Campaign when only a few students remain to be itemized and 
they have all paid for the item with a check! 

Using the All Check option to itemize a group collection Campaign, assumes that all students have paid for the 
item, using a check as tender.  This itemize option is best used when only a few students payments remain to 
be collected and all payments were made with a check. 
 

Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the 
 My School Store group 

Step 2: Click Close to close Student Search window 

Step 3: Click Group Collection tab 

Step 4:  Click required “open” Group Collection Campaign 
  Click Select 
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Step 5:  

 
Group Collection Campaign – All Check Tender Type – Display 

 

A. In Payment Option column:  Click All Check 
All students that have not paid for the item will be 
marked paid, with a Cash tender type. 

6. Create a Group Collection Campaign Deposit 

Perfect when money that has been collected in a Group Collection Campaign needs to go to the bank! 
 
Creating a deposit: 

 Allows the Group Collection Campaign to be re-opened to continue itemizing future payments 
 Prevents changing payments already collected 
 Allows user to print individual receipts 
 Allows user to print Group Collection Summary Report 
 Creates a deposit form in School Cash Accounting Deposits and Receipts 
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School Cash Register Group Collection Deposit Warning – Display 

 

Features: 
A. Summary of Collection Information 

Amount Collected 
Number of student payments itemized 

B. Tender Type Summary 
C. Print Options 

NOTE:  Creating a Deposit will allow the Group Collection Campaign to be re-opened to itemize additional 
payments. 

How to Create a Deposit for a Group Collection Campaign  

Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the 
 My School Store group 

Step 2: Click Close to close Student Search window 

Step 3: Click Group Collection tab 

Step 4:  Click required “open” Group Collection Campaign 
 Click Select 

Step 5: Complete the itemize process 

 Click Deposit 
 

 
Group Collection Campaign Individual Receipt Selected - Display 
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B. Select any necessary-print options 
Payment Summary Report 
Individual Receipts 

 Click Deposit 

Step 6: Return to School Cash Accounting Main Menu 

 
School Cash Accounting Main Menu – Display 

 

In Income Activities group, click Deposits/Receipts 
 

 
 Auto populated Deposit Form – Display 
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NOTE:  

 All currency is listed in Loose Coin panel in $1 denomination.  It will be necessary for the user to 
edit the deposit form to correctly record the currency denominations. 

 Checks will be itemized  
 Cash will be itemized 
 Category Information reflects category selected during Create Item process in School Cash 

Catalog 

Step 7:  Edit the deposit form to correctly reflect the cash denominations that have been received. 
 

 
 
 

 

 
School Cash Accounting Deposit Form  – Display 

 

Step 8:   Complete the normal deposit process 

7. Collect additional payments for an Existing Group Collection Campaign 

Perfect when more money has been collected for an item.  

Group Collection Campaigns can be reopened in order to itemize additional payments.  There are no limits to 
the number of times a group collection campaign is reopened.   

Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the 
 My School Store group 

Step 2: Click Close to close Student Search window 

Step 3: Click Group Collection tab 
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Step 4:  Click required “open” Group Collection Campaign 
 Click Select 

Step 5: Complete the itemize process 

HINT:  Group Collection Campaigns that are already in progress will display students that have previously 
paid for the item as well as students that have not paid.  To make additional itemization more convenient, 
click the Payment Option column header.   

All students with a “None” (not paid) payment option will display at the top of the list. 

  

 

 

 

 

 

 

 

 

School Cash Register Group Collection Campaign Sorted on Payment Option  – Display 
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8. Complete Group Collection Campaign 

Perfect when no more payments are expected for the current Group Collection Campaign! 

A campaign can be re-opened as many times as necessary, to record all payments.  However once a campaign 
is fully paid, or no more payments are expected, the campaign should be marked “completed”. 

Completing a Group Collection Campaign 
 Closes the Group Collection Campaign for future itemization 
 Prevents changing payments already collected 
 Allows user to re-print individual receipts 
 Allows user to re-print Group Collection Summary Report 
 Creates a deposit form in School Cash Accounting Deposits/Receipts 

 

 
School Cash Register Group Collection Deposit Warning – Display 

 
Features: 
A. Summary of Collection Information 

Amount Collected 
Number of student payments itemized 

B. Tender Type Summary 
C. Reprint Options 

 

How Complete a Group Collection Campaign  

Perfect when all possible payments have been itemized for the current Group Collection Campaign! 

Step 1: From the School Cash Accounting Main Menu, select School Cash Register from the 
 My School Store group 

Step 2: Click Close to close Student Search window 

Step 3: Click Group Collection tab 

Step 4:  Click required “open” Group Collection Campaign 
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 Click Select 

Step 5: Complete the itemize process 
  Click Complete 
 

 
School Cash Register Completed Group Collection– Display 

 

  Select any necessary print options 
  Click Complete 
 
  NOTE: Once the complete option is selected the current Group Collection Campaign will no 

longer be available for itemization. 
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School Cash Register Group Collection Complete Option – Display 

Step 6:  Return to School Cash Accounting Main Menu 

 
School Cash Accounting Main Menu – Display 

 
In Income Activities group, click Deposits/Receipts 
Deposit form is auto populated  
Complete the normal deposit process 

 


