School Cash Register

Item History
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3  How to Sort Item History Display






, School Cash Register
Item History

School Cash Register will provide the user with a student based Item History. This feature can be used to
research items that have been attached to the selected student. The Item History display includes both
Payment Status and Payment Date. The Item History offers has no editing capabilities, the Item History tab is
for research purposes only.

The Item History display is based on:
© A search for a specific Student
9 Selected School Year

The Item History will display details that include:
2 Selected Student details

Item Name

Cost

Paid Amount

Waived Amount

Refund Amount

Balance Owed

Status

Purchase Date
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The Item History Payment Status display can be filtered based on selection from a drop-down. Filter choices
include:

All Payments (default display)

Fully Paid

Partially Paid

Outstanding

Waived

Voided

Deleted

Refunded

©OOOOOeOE

1 To Access Item History

1 h I . D Kevgroup Main Menu
From Main Menu, My School Store group:
1 C“Ck School Cash Register School Cash Eagle High School - Student Activity Funds -
Income Activities Expense Activities General Activities
Deposits/Receipts Issue Cheques - Disbursements | Ledger Inquire
Cash/Cheques YTD Itemized Change Funds - Cashbox Journal Entries
Non Sufficient Funds Purchase Orders Reconciliation
Transfer Entries
My School Information My Reports My School Store
Category (Chart of Accounts) #2 Detailed Category Summary | School Cash Catalogue
Program Maintenance #5 Overview Umbrella Category | [School Cash Register
Supplier/Vendor Maintenance Summary School Cash oOnline
Resource Centre #10 Trial Balance
#11 Transaction Reports
Various
Reports @
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2. Using Search dialog box, enter any known
student information, entering a prompt letter e
in Student Name text slot will search for any C— ,
student name containing that letter Last Name et R e |,

<

H | Abell, Miguel 12 8875 01/01/2009 |;
3' CIICk SearCh T[T Abraham, Brittany 1z 343 0170172009
H H [[] | Abraham, Jamin 11 17620 01/01/2009 B
4. Click Checkbox to the left of required student Sl S R R
[ adams, Carter 10 16961 01/01/2008
name [] | Adams, Charles 10 8271 01/01/2009
. []  Adams, Cole 10 8208 01/01/2009
5_ C||Ck Select []  Adams, Rebecca 10 8425 01/01/2009
[ | Allan, Siena 11 1173 01/01/2009
[ | Allarie, Joey 10 17025 01/01/2009
[ | Am, Adria 10 8275 01/01/2008
[ | Anderson, Branden 10 8454 01/01/2008
[]  Anderson, Cheyanne 12 14044 01/01/2009
[ | Anderson, Cody 10 1108 01/01/2008
[ | anderson, Dylan 10 8274 01/01/2008 -
First | | Previous | |31 |2|| 3 || 4|| 5| | Next | |Last
6. Verify that the correct student has been
selected
NECKOUE| Search  ftem History  Refunds  Group Collection  Modification  Close Out ~ Print =
Checkout
pregFres— Pameet Acton  Cont PuidWaved  Wawed  Crrent  Baece  Comments  SchoolYear
L o uie Churies Owed
B Avel, Miguel Grade - 1210 - 8875 Birthday - 01/0112008 Guardian - Gagnan, Katie

7. Click Item History tab

| mefunds Group Collection  Modification  Ciose Out  Print -
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Item History

Checkout = Search Refunds =~ Group Collection = Modification ~Close Out  Print -

Student Item History

o e

Payment Status: IA” Payments E| School Year: lgmmmg, E ltem Name: l
<% Iltem Name Cost Paid Waived Refunded  Balance Status Purchase &
- Owed Date

e = Abell, Miguel Grade - 12 ID - 8875 Birthday - 01/01/2009 Guardian - Gagnen, Katie

Athletic Participation Fee 40.00 0.00 0.00 0.00 40.00 Outstanding

County Wide Cross Country Meet 0.00 0.00 0.00 0.00 0.00 Outstanding

201172012

Dance-a-Thon 2.00 0.00 0.00 0.00 2.00 Outstanding

Gr 9 Business Field Trip (Mr. Jones & Ms. 10.00 0.00 0.00 0.00 10.00 Deleted 01/22/2013
Smith classes only)

Grad Trip to New York 800.00 0.00 0.00 0.00 800.00 Outstanding

Grade & Zoo Trip 2011/2012 10.00 0.00 0.00 0.00 10.00 OQutstanding

Gym Uniform 2011/2012 5.00 0.00 0.00 0.00 5.00 Outstanding

Laptop Lease 1,500.00 0.00 0.00 0.00 1,500.00 Outstanding

Laptop Purchase 2011/2012 800.00 100.00 0.00 0.00 700.00 Partially Paid 02/06/2013 |z
Pizza Day (Fri. Feb 1st) 0.00 0.00 0.00 0.00 0.00 Qutstanding

Pizza Day (Fri. Feb 7th) 0.00 0.00 0.00 0.00 0.00 Outstanding

Prom Tickets 0.00 0.00 0.00 0.00 0.00 Outstanding

Prom Tickets - 2013-2014 20.00 0.00 0.00 0.00 20.00 Outstanding

Prom Tickets 2011/2012 25.00 0.00 0.00 0.00 25.00 Outstanding

School Activity Fee $20 20.00 20.00 0.00 0.00 0.00 Fully Paid 01/22/2013
Spirit Hoodies 30.00 0.00 0.00 0.00 30.00 Outstanding

Spirit Hoodies 30.00 0.00 0.00 0.00 30.00 Outstanding

School Cash Register — Item History — Display

Features:

A. Payment Status: Filter allows the Item History list to be filtered
based on selection from drop-down
Default display is All Payments
Filter choices included:
All Payments — displays a list of all item payments
associated with selected student;
Fully Paid — filters the payment list to display only
items that are fully paid;
Partially Paid — filters the payment list to display
only items that are partially paid;
Outstanding —filters the payment list to display
only items that are outstanding (items that are
required and past the item end date);
Waived: filters the payment list to display any
items that have been waived (items can be waived
in full or in part);
Voided —filters the payment list to display any
items that have been voided;
Deleted — filters the payment list to display any
items that have been deleted;
Refunded —filters the payment list to display any
items that have been
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School Year: Item History display can be filtered
based on school year Default display is current
school year drop-down choices depend on the
number of years the school has used School Cash

Register
B. Item Name: Enter an Item Name to search for a specific item
Required Item: Any items that have been attached as Required

display with a yellow star

D. Item Details: Item details include: ltem Name, Cost, Waived,
Refunded, Balance Owed, Status, Purchase Date

E. Vertical Scrollbar: Item History list can be lengthy, use the Vertical
Scrollbar to scroll down the item history display

F. Student Details: Displays selected student information that
includes: Student Name, Grade, Student ID,
Birthdate, Parent/Guardian Name

2 How to Manage Item History Display

The Item History display can be very lengthy, there are several tools in place that will assist in managing
the display of the list.

2.1 Payment Status:

Use the Payment Status filter to manage a long Item History list. Selecting a required Payment Status
from the drop-down will filter the Item History display to display on the selected Payment Status.

To Filter Item History by Payment Status:

In Item History display:
1. Select required Payment Status from drop-down Payment Status: |AII Payments =

2. Item History list will be filtered based on Payment

Status selection Fully Paid
Partially Paid

QOutstanding B
Waived

| Voided
Deleted

. Refunded
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2.2 School Year:

Use the School Year filter to display Item History based on a previous school year. Selecting a required
School Year from the drop-down will filter the Item History display so that only items that were attached
to the selected student in the selected School Year display.

NOTE: Number of school years that are available in the drop-down depends on the number of years the
school has used School Cash Catalog.

To Filter Item History by School Year:

In Item History display: School Year 201272013 |L|

1. Select required School Year from drop-down

2. Item History list will be filtered based on School Year %E?EEE
selection 2010/2011

2.3 Item Name:

The Item History display can be very lengthy, searching for a specific item name is a time saving tool.

To Filter Item History by Payment Status:

In Item History display: [tem Name: IGrad Fee |
1. Enter an Item Name in Item Name text slot

2. Press ENTER on keyboard
3. Search results will be displayed below student
information

Student Item History

3 How to Sort Item History Display

Any one of the column headers can be used to sort the Item History display. Clicking column header one
time will sort the list in ascending order, either alphabetically (A-Z) or numerically. Clicking a column
header a second time reverses the sort order.

To Sort Item History:
In Item History display:

1. Click sorticon to the right of any column header School Cash

2. Item History display will sort in ascending order
based on the select column

3. For example: Clicking Item Name will sort the Item
History display alphabetically by ltem Name

Student Item History

hool Year: 201272013
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Use the Required Items indicator to sort Item History display based on Required Items.
To Sort Item History based on Required Items:

In Item History display:
ity

1. Click Required Items indicator

2. Required Items will be displayed at the top of the
Iltem History

3. Clicking Required Items indicator a second time will
cause Required Items to be displayed at the end of
the Item History

Student Item History

Payment Status. 23 Payments 2] School Year: [Zvz7z01s T ftem Name:

Retmes  Bssnce

e - 12 |D - B875 Birthaay - 01/01/2008 Guardian - Gagnan, Katie

4 20,00 2000 0.00 000

30,00 30.00 000 000
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