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T10: Shazam and Oops! Tracks Shortcuts and
Correcting Common Mistakes
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Shortcuts on the Work Screen:
Speed Rule #1 — Whenever possible, use your keyboard — NOT the mouse!

1. Function Keys on your keyboard.

T Work Screen - Play School High School

F2 Return to Menu.

F3 Item Lookup.

F4 Clear Screen.

F5 Delete Detail Line. -

F6 | Edit Detail Line. =151 x]

F7 Edit Sales Tax Amount. 3 Lastiem

F8 Customer Lookup. | | ===

F11 Options — more buttons. SUNDAY | Sundry

F12 Fash Cash Sale. F Fost/Pre-Fayments

2. F11 Option Keys — use the button or type the letters. RP Reprint |ast receipt

LI Sell Last Item. &0 &dd a Mew Customer
SUNDRY | Print Sundry Receipt. = i g
P Post Payments/Pre-Payments. upment Bt
RP Reprint last receipt. R, Return &I Eq for Cust
AC Add a New Customer. _
EO Equipment Out. /C Cormment Line
RA Return all ngpment for Customer. - Repiint Dld Recsipts
/C Comment Line.
RO Reprint Old Receipt.
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3. More buttons at the bottom of the Work Screen.

i | o [ |
F9 Print receipt and complete sale.
CH Display Customer History.
LC Load Last Customer on screen.
NOTE | Access Notes for this Customer.
R Return.

4. STAR Hot Keys on the Work Screen. You have 18 buttons
that can each represent a different Item. To sell
YEARBOOK, you can

a. Click the Yearbook button.
b. Press Star-1 (that’'s “*17).

1 -*earboak

Z-5B Card

3-5B Package

4 - Donation - Sportz

| suopng Jeis
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5. Fast Cash Sales — make sales with one keystroke when it's an all CASH sale.
a. Options on Receipts tab

Allow Fast Cash F12 Sales
Allow Fast Cash Sales with Customer on screen
Print Receipt for F12 Sales

Beceipts I Hardware ] Scanning ] Email Settings ]
— Print Settings
Print Heceints ;
Receipt Type Z2=40 Calurmn D'escription ﬂ
Allow Fast Cash F12 Sales Fast Cash Sales with Custorner [
Print Receipt for F12 Sales []

b. Optl_ons on Hardware tab T Customize - Play School High School

Open Drawer for F12 sales

Receipts ] Hardware I Scanning ] E
— Cash Drawer .

Receipt Printer Tupe | Mone or Other ﬂ

Humber of Feceipts to Print 1 ﬂ

Activate Cazh Drawer

Cazh Drawer Intelligent -

Open Dirawer for F12 Sales |

More Timesavers

1. Save time making sales

3Xltem To sell a specific quantity of an Item, type the quantity + “X” and then
scan or select the Item. The line will be loaded with a quantity of 3.

Scan Scanning is faster than typing it in.

Use Bonus | If you use the Bonus field to enter “Guest Name,” you only have to sell

fields one item instead of two.

Reprint old | From the Work Screen

receipts

F8/Cust/F8 | Loads Customer on Work Screen/Opens Customer Maintenance for that
Customer.

T10: Shazam and Oops! Tracks Shortcuts and Correcting Common Mistakes Page 3




2. And more ways:

a. Closeout Summary — Sorts checks/cc by receipt number. This makes it
faster and easier to find which check belonged with which receipts.
NEW!

b. Write comments on a receipt when you reverse something — to explain
the reason for the reversal. This will save you time because it will help
you remember what happened two months from now when you brain is
fried.

3. A student makes a partial payment at the time of sale. Instead of selecting
Accept, choose the Payment button and apply the partial payment right then.
Tracks will still generate two transactions, but you will have only done one!

T
Arnount How Faid Receipt Tatal B0.00

E0.00 E=Charge to account ﬂ

E0.00

Payment

Mistakes about Debts and Payments:

1. You sold a yearbook on account to the wrong student.
a. Reverse the sale to the wrong student — credit on account.
b. Sell the yearbook on account to the right student.

2. You accepted a payment, but called it a “Prepayment” instead of applying it against the
correct debt. So Tracks still prints a statement for this Customer even though the
balance due is zero.

a. You need to offset the debts against the prepaid amount.

T Payments Information - |EI|5|

901 254 - Jones, Rocky Amount Paid/Applied 0.00

00075 0314/08 TBDAM /D amaged Book 5.00 5.00 0.0
ooooz2m 03425706 PREPAY/TRANS FYMNT ACCT 865 865 0.0

Total Amaount 0.00
Total Due 0.00
Tatal Paying 0.00

[\3\\ Loakup lwﬁ Quit ll"j\ Clear Iﬁ Pre-Pay lw F9 Qone
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Fixing Other Miscellaneous Mistakes:

1. You can’t figure out why your Closeout has a huge Cash Over/Short amount for
last Tuesday when you were out sick. Could it be that your helper didn’t enter

the actual cash in the drawer?

a. If you have Cash Count turned on, you MUST enter the totals for cash,
checks and credit cards on the Cash Count screen, or Tracks will think you
didn’t actually collect any money.

T Work Screen - Play School High School
Mame Banu, Bella 0 01253
Address 222 Humrninghird Lane Other (D 12444
City, State Zip | San Diego . CA | 92568 Balance
Fhone [858) B55-4650 Clazs |12 Status Active
Motes
Command Line Description [uantity Price
YREE YEARBOOE 1 -504a0
2. You wanted to do a return, but you made the Price negative instead of the

Quantity. Now your count for Yearbook is off.
a. Hint: Always use “R — Return” (this will make the quantity negative) instead

of editing the line directly.

b. Fix: You can’tfix it. Call Support. We can fix it for you.

3. Someone changed the path for your Tracks/SchoolBooks integration and one of
your Closeouts didn’t get imported at all.

a. Go into Tracks and Re-export the Closeout. (Go to Management/Special
Functions/Utilities/Re-Export to Accounting.)

b. Choose the missing Closeout and re-export.

T Re-export information ko TREXPORT - Play School Hi

c. In SB, go to Import from
Tracks and select the
correct Closeout, but
change the date so it will
import into Bank Deposit
Entry with the correct
date.

Clozeout Mumber 00121 08718405

311._00

=101 ]
=

00lzz 03/2Z/05

0010 02/10/05
oolle 03f718/05

3e5_00

233_00
EEZ0._00

[v’ Eloceedl[‘ﬁ Cancel .

[

|zPLty |03/25/08
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[
Command Line Deszcription (uantity Frice
REFCHE i 000
Item Humber D ezcription Dept [ Liantity Frice Ext Price
TEEE TEAREOOE -1 Lo0_ 00 -L50.00
i
EL Account Mumber Drezcription
CH L 3395-00-00 E] Temparan Clearing
LICT LA

You need to write a refund check for a yearbook. You have the REFCHK
Item set up to Prompt for GL Account. This is wrong. If you enter the
Yearbook Sales account here, you will be taking the money out of Yearbook
Sales TWICE! The Refund Check Item should be pointing at a Clearing
Account.

a. The Tracks receipt:

i. The first line showing YRBK and a negative quantity backs the
yearbook OUT OF the Yearbook Sales account and takes the
student off the list.

i. The REFCHK line points at a Clearing account and puts the money
INTO Temp Clearing.

b. Writing the refund check:

i. Enter the invoice to the student and charge the Temp Clearing
account.

ii. When you write the check, the money will come OUT OF Temp
Clearing.

A temp came in and screwed everything up. You want to pretend it never
happened. It's only 1 day — you want to reenter everything — correctly.

a. Restore from backup — check the Backup Log.

b. The temp DID make a backup, right?

You set up User Codes, but can’t remember your password.
a. Call Blue Bear and we can log in to get you into the program. Then you
can set up a new password.
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Mistakes That Can Be Corrected without a Sale — Editing Only

: | T bonation Maintenance - lay School Highschool
1. You entered a donation to the wrong

Donor. Go to Donation Mntce and Transaction Mo 0001052 3 Sequence Mumber | 000
change the Donor.

2. You can edit Equipment records. Denar e SlEEE et
Date: 08/22/05
3. You can edit Vehicle records — enter Customer Nurmber )
license & insurance after the fact. ltem Number DONSFT ) Donation- Sports
GL &ccount 2250-00-00 E] Athletic Cl
Aot 100.00

4. You can modify Bonus fields. If Melvin is going to take Sally to the prom instead of
Kathy, don’t do another sale. Simply change the Bonus field information.

T Modify Bonus Field - Play School High School - |I:I|_
0000193 | o001 | WwWHNTFRRL Ticket &:] SALLY MEYERS
901 255 Farview, Melvin 1.00 [-ﬁ Ok lm Cancel ]
Rec Mo | Se... | |tem Mo | Desc | Cuigtamer | M ame | [Juiantity | Bonus 5 *l
Qooo1es 00 PROMD . PROMDOUBLE 13223 Sanders, Suzan 1.00 Thormaz Owens
Q000193 0001 *wWHTFRM... Ticket #: A1 256 Farview, Melvin 1.00 SALLY MEYE...
noooisz2 0ol WHTFRM.. Ticket #:] 901235 Rogers, Carol 1.00 REGIMALD %W ..
0oooisd 0001 WHTFRM.. Ticket #:] 01237 Seeley, Megan 1.00 Micheal wiliams

Stopping Mistakes Before They Happen:

1. Stop yourself from posting current work to a PRIOR YEAR school.
a. Make the school Read Only.
b. Change the color of the desktop.

2. Do check your Closeout Report BEFORE you say “Yes” to update. Do not update a
Closeout Report that is wrong.
a. You should count your cash BEFORE doing a Closeout.
b. You can turn on cash count (Blind or Standard) or not.

3. Use ZPLAY Play School data to try new things and figure out how to do something
rather than experimenting with your real data.

4. Protect yourself from the mistakes of others. Set up User Codes and Menu
Security. Don'’t tell your password.

5. Make a backup every single day. And it's best if you make the backup to a
removable device. It's the best insurance you can have to protect your data.
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Tracks Help as a Resource

14 - "Haow ko' Guide
Ei Chapter 14 - "How Ta'' Guide

----- E Apply & credit against a balance due

----- E Azzign students to a busz for a field tip

----- E Change a Prom date

----- E Charge zomething on account

----- E Lirnit the guantity of zomething | can zell to a student
----- E Look up a returned check to find the customer

----- E Fresent a student from buying anything

----- E Fresent a student from paying with a check

----- E Return an item for a cash refund

----- E Feturn an item when you will izzue a refund check
----- E Sell mare than one item at a time

----- E Sell something that iz not in stock

----- E Sell to a student who doesn't have an 1D # pet

----- E Set up staff az a customer

----- E Set up an ltem far a dance

----- E Set up an ltem for a parking permit

..... E Set up sports eligibility items

----- E Take a payment on account

----- E Take care of your scanner

----- E Track maoney received fram clubsz for FundR aizers
----- E Wiew cugtomer purchase histor

13 - Haw to Carrect it 'when vou.
] Chapter 13 - How to Comect it When v'ou
Sold the Right Thing to the ‘Wrong Student
-|?] Sold the Ywrong Thing to the Right Student
- [?] Sold Something for the ‘\Wrong Price

@ Sold Something On Account That The Student Mo Longer YW antz

NOTES:
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