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School Cash Register 
          Reports 

 
The School Cash Register print menu will allow the user to print: 

 Statements 
 Reprint Receipts 
 Reprint Close Out Details 

1 Statements 

Perfect way to remind students of outstanding fees! 

School Cash Register Print Statements choice will print detailed statements for the selected student(s).  
Reports can be generated based on several different filters, which include: 

 Select Students: 
Only for Selected Students(Default choice) 
Students by Grade 
Students by Homeroom 
All Students 

 Display Statements with: 
Outstanding and Paid Items (Default choice) 
Outstanding Items Only 
Paid Items Only 

In addition the statements can by sorted based on a selected option: 
 Last Name (Default choice) 
 Homeroom (then by Last Name) 
 Grade (then by Last Name) 

The Statements can be personalized with a Global Notice that will appear on the top of all student 
statements when they are generated.  Individual notices can be added to selected students, if necessary. 

Statements contain the following information: Student Name, Student Number, School Name, Address, 
Global Notice (Optional), Bar Code for Student Number, Required Items, Optional Items.  

Item details include: Item Name, Cost, Paid, Waived, Refunded and Balance.  The items are sorted 
alphabetically by Item Name.  The report details are summarized with a Total for each of the Required 
and Optional Items.  There is a Grand Total at the end of the report. 

Each Statement file is sorted alphabetically by Student Last Name. 
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School Cash Register – Print Statements –V4.7 – Display 

 

Features: 

A. Report Options: Select required report option eg.: Print Statements 

B. Select Students: Click radio button to select student options for the basis of the 
statements: 
Default option is Only for Selected Students 
Only for Selected Students:  allows the user to select students on 
which to base the statements  Student selection is made through 
School Cash Register Search dialog box 
Students by Grade:  statements can be generated for a selected 
grade, use the drop-down to select grade 
Students by Homeroom:  statements can be generated for a 
selected homeroom, use the drop-down to select homeroom 
All Students:  statements can be generated for each  active 
student in the current student database 

C. Sort By: Statements will generate and print based on the sort by selection 
Default option is by Last Name 
Last Name:  sorts the statements by Student Last Name 
Homeroom:  sorts the statements by Homeroom, then by Student 
Last Name 
Grade:  sorts the statements by Grade, then by Student Last 
Name 

D.  Display Statements With: Statements can be filtered based on Payment Status 
Default option is Outstanding and Paid Items 
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Filter options include: 
Outstanding and Paid Items:  generates statements for all 
Payment Status 
Outstanding Items Only:  generates statements for items that 
have not yet been paid 
Paid Items Only:  generates statements for items that been paid 

E. Print Options: Prints statements based on only required items, or all items (both 
Optional and Required) 
Default option is Only Required Items 
Only Required Items:  prints student statements that include only 
items that have been attached to students as Required 
All Items (includes Optional):  prints student statements that 
include items that have been attached as either Optional or 
Required 

F. Hide Waived Column: Student statements will not display items that have been waived 
in whole or in part using School Cash Register 

G. Global Notices: Enter any notice that should appear on each of the student 
statements  Notice will appear at the top of the first page of each 
statement 

H. Individual Students: Displays Last Name, First Name of students that have been 
selected for statements  Notice – enter a notice to the individual 
student here 

1.1 How to Print Statements 

How To Print Statements: 

From the Main Menu, My School Store Group 
Click School Cash Register 
1. Close Search window 
 
 
 
 
 
NOTE:  Student Search window now includes an option 
to Include inactive students (V 4.7)  Statements can be 
printed for inactive students that have a balance owing. 
 
 
 
 
 
 

2. Click Print  
3. Select Print Statements, from the menu 
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4. Select required report options 
For Example: Outstanding Fees for All Students, Print 
Option is set for All Items(includes Optional) 

NOTE:  Print Statements window will indicate the 
number of statements that will generate for the select 
report options. 

5. Click Print  

NOTE:  The statements will be divided into Adobe 
Acrobat Files, each file will contain approximately 200 
student statements.  Each statement file must be 
selected and printed individually.  

 
 
 

 
TIP:  To print statements for all homerooms: 

1. Select Students:  All Students 
2. Sort By:  Homeroom  
3. Click Print 
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School Cash Register – Outstanding Fee Students – (sort by Student Last Name) – Exhibit 
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2 Reprint Receipts 

Perfect Report to Replace a Lost Receipt 

School Cash Register Print menu will allow the user to Reprint a Receipt for the selected student.   
 

 
School Cash Register – Reprint Receipts – Display 

 

Features: 

A. Student: Search for required student, selected Student Name will appear in 
the Reprint Receipts window 

B. Receipt Date: Select Date the original receipt was issued from drop-down 

C. Receipt Number: Select original Receipt Number from drop-down 

D. Receipt Style: Select required receipt type   
Receipt Summary: lists all receipt details associated with the 
selected student  
One Part Receipt: issues a receipt for the student 
Two Part Receipts: allow one portion of the receipt to be retained 
at the school 
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2.1 How to Reprint Receipts 

How To Reprint Receipts: 

From the Main Menu, My School Store Group 
1. Click School Cash Register 
2. Search for the required student 

3. Click Print  
4. Select Reprint Receipts, from the menu 
 
 
 
 
 
 
5. Select required options  
6. Click Print 

 
 
 
 
 
 

 
 
 

 
Receipt Summary option lists all receipts that have been issued to the selected student.  Details include 
School Information, Student Name/ID Number, Grade, Homeroom, Receipt Date, Receipt Number, Tender, 
Amount and Total Paid.  Details are organized by Transaction Date newest to oldest Transaction Date. 
 

 
School Cash Register – Reprint Receipts – Receipt Summary (sort by Date Z-A) – Exhibit 
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One Part Receipt option lists all payment details for the selected date, or receipt number.  The receipt 
includes a list of Outstanding Required Items, as well as a list of any Outstanding Optional items. Items are 
sorted into alphabetical order (A-Z).   A Grand Total of Outstanding Items also appears on the receipt.  
Payment details include School Information, Student Name/ID Number, Grade, Homeroom, Receipt 
Number, Item Name, Cost, Paid, Waived, Refund and Balance.  Tender Total and Tender Amount are also 
included.   

 

 
School Cash Register – Reprint Receipts – One Part Receipt (sort by Item (A-Z)) – Exhibit 
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Two Part Receipt option lists payment details for the selected student on the selected date.  The top 
section of the receipt is for distribution to the student.  The bottom portion of the receipt, should be 
retained in the office.  Details include School Information, Student Name/ID Number, Grade, Homeroom, 
Item Name, Payment Date, Receipt Number, Tender and Amount.   
 

 
School Cash Register – Reprint Receipts – Two Part Receipt – Exhibit 
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3 Reprint Close Out  

A Close Out is part of the regular use of School Cash Register.  The Close Out process generates a report 
that lists payment details for the selected date range.  Please see School Cash Register – How to Close 
Out Cashdrawer documentation, for further information. 

Page One of the Close Out Report summarizes the cash drawer activity for the selected date range. 
Summary information includes: Sales (Gross and Net), Waived and Refunds.  Tenders are broken down 
by type and amount.  Cash  and Check Tender Summaries are also included in this section of the report. 
A dated signature line appears at the bottom of page one. 

The next section of the report will list payment details.  Details are organized alphabetically by Item 
Name.  Details include: Item Name, Student Name/ID Number who purchased the item, Tender, and 
Amount. 

The last section of the report – Sales Activity Summary lists Student Name/ID Number, Item Name, 
Tender, Amount and Payment Date.  The details are sorted alphabetically by Student Last Name. 

 

 
School Cash Register – Reprint Close Out – Display 

 
Features: 

A. School Year: Select School Year from drop-down  

B. Sales Period: Select Date the original Close Out was created from drop-down 
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3.1 How to Reprint Close Out 

How To Reprint Close Out: 

From the Main Menu, My School Store Group 
1. Click School Cash Register 
2. Search for the required student 

3. Click Print  
4. Select Reprint Close Out, from the menu 
 
 
 
 
 
 
5. Select required options  
6. Click Print 
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School Cash Register – Reprint Close Out – Close Out Summary - Exhibit 
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School Cash Register – Reprint Close Out – Part Two (sort by Item Name, Student Name) – Exhibit 
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School Cash Register – Reprint Close Out Report – Sales Activity Summary – (sort by Student Last Name) – Exhibit 

 
 


