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T2: Recording and Collecting Student Debts

Agenda:
1. Charges and Payments
2. Charging Customer Accounts
3. Payments on Account
4, Handling NSF Checks
5. Printing Form Letters and Statements

Charges and Payments:

1. Tracks allows you to charge _CUSTOMERS _for items purchased, library fines
owed, or bank charges for bounced checks.

2. You then can apply full or partial _PAYMENT _toward account balances.

3. Tracks also allows you to record _PRE-PAYMENTS _for schools that allow parents
and students to pay in advance for future purchases.

Charging Customer Accounts:

15X

1 - Yearbook

SUDHNG JElS

2 - Student Body Card

|way, Reginald 301257
Address [ 1000 Riandom Street 3 1 oterp ||

City, State Zip| San Diego | . |921? Balance l:l

Phane [519) 5550505 Dlass 2004 | | Status

Motes | |

3 - AP Biology Test

4 - AP Englizh Test

Command Line Description Guantity Frice - At Fee $3

E - Art Fee $15
Itemn Mumber Description Dept Guantity Frice Eut Frice =)
AP TEST ENGLIZH
7 - Prom Double/Guest

Sub-Total Fo.00

7 suopng Jeig |

ARl

Total 7R.00

ZFPLAY 02/05/06

3_ﬁr Murnber or Commatd
A

1. Load Customer on the Work Screen.
2. Sell the item — like APENG.
3. F9 - Print and choose Payment Type 6 — Charge to Account.
4. Customer now shows balance due.
Mame |Way, Reginald | 10
Addiess | 1000 Random Stieet || Oher |
City, State Zip| 5an Diego |[cal[szm ][ || Balance @
_ : — A Phone |(613] 555-0505 | Class Status | I
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Payments on Account (partial or full):

CEX
&
gu
['w/ay, Reginald | | D E
Addess 1000 Random Stest || otep [ =
City, State Zip | San Diego | [ea][szr [ || Balance
Maotes | |
Command Drescription Guantity Frice
P <1 I I | —
Item Mumber Description Dept Guantity Frice Ext Price AN Q;.JJ
@
rr—
SubTolal 00
T 7
Item Mo, Customer Mumber or Command ZPLAY 02/05/06
1. With the Customer on the screen, type “P” at the Command Line.
2. Click on the item.
3. Enter the payment amount.
4. F9 to print the receipt.
T Payments Information
9071257 - Way, Reaginald Arnount Paid/applied B0.00
Receipt Date |termn Mo./Description Arnovrt Due Amount Paying
0001100 02/05/06 APENG/AP TEST EMGLISH 7200 25,00

< ~ ||
4 Tatal Amount 75.00
Total Due 25.00
Tatal Paying 50.00
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Pre-Pay — Accepting Credits on Account:

1. USE THIS OPTION WITH CAUTION!!!

2. You can only use this option when you have a Customer on the Work Screen, but

no items.
3. To use this option

a. You must have “Allow Pre-Payments” option

Allaw Pre-Payments

turned on (Management/Customize/School Settings/Work Screen tab).
b. Specify a GL Account for prepayments (Management/Customize/School

Settings/Closeout 1 tab).

— GL Pozting Accounts

Sales for lkems with Mo GL Account | 2400-00-00 [i] Student Body General |
Sales Tax | 2105-00-00 | Sales Tax Payable |
Fre-Paymentz | 1600-00-00 [ﬁ] Accounts Beceivable |
Cash Over/Short 1 1110-00-00 | Cash Over/Shart |

T Work Screen - Play School High School

M el e

Name ‘ Butler, Carla v | D
Addess  |318Eldorado Diive || othern [ ]
City, State Zip| San Diego | [cal[sz12a || | Balance | |

Phane [858) 391-9372

Motes
Commar 2 >escription

[P

Clazs Status
| I

Quantity Price

Quantity

Item Mumber Drescription Dept

FEX

1 - Yearbook

| suoyng Jels

2 - Student Bady Card

3 - AP Biology Test

4 - AP English Test

5- Ak Fee $3

E - Ak Fee $15

Frice Ext Price

7 - Prom Double/Guest

7 suoyng Jeg |

Sub-Total

o L.IA[S: T 7 Sales Tax

Total

11T

0.00

Item Mo., Customer Murnber or Command

ZPLAY 02/05/06

1.
2
3.
4.
5

6.

Load Customer on the Work Screen.
Type “P” at the Command Line.
Click on the “Pre-Pay” button.

Enter the Pre-Pay amount - $180.00.

Click F9 to complete the transaction. Enter the payment type.

Print the receipt.
Customer now has a credit balance.

I 901236
Frepaid -180.00

Status Active
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Applying a Prepaid Amount Against a New Purchase:

Load Customer on the Work Screen.

Sell the Item as if it was being paid in full.

Choose #6 Charge to account.

Choose the Payment button instead of Accept.

The Pre-Pay line will be negative and the item line will be positive.
Print receipt showing a zero amount being paid.

ogahwNE

Amont How Paid Receipt Tatal 7,00
| 75.00| |E=Charge to account -
1=LCazh
2=Mazterfviza
I=tumerican Express
A=Drizcover
75.00 |5=Check 4

B=Charqge to account

7=ultiple Checks

T Payments Information

901236 - Butler, Carla

Receipt Date Item Mo /Descriptian Amount Due Amaunt Paying
00011 02/05/06 PREPAY/TRAMS PYMMT ACCT -75.00

Tokal Amount -126.00

Total Due -125.00
Total Paying 0.00 { 6 }
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Handling Non-Sufficient Funds (NSF) checks:

1. Setup _ITEMS

in Tracks to record NSF checks and NSF fees.

2. Charge these items on Customer Accounts to record balances owed.

3. Using the Tracks/SchoolBooks

INTEGRATION _ to automatically create

adjustments will save you time and help reduce errors. (Attend breakout G1.:

Integration for more information.)

A. Set up needed Items for recording NSF checks and fees:

T ltem Maintenance - Play School High School E|§|E|

Item No. NSFCHK Q)
Degcripion | MSFCHE: [ENTER CHECK, #
Itan | zleves | 3 Addtional |

Cust Reqd Frampt Price
Sundry [] Price
Tawable [ ] Cost
Grade Limits Last Cost
Department Frornpt Lty
Grauping Cuantity Limit
Save History ] Rearder Level
Checks OF with Mo Cust ] Marmal Stack
Print extra receipt with no price [ Oty On Hand
Inciude in Physical Count ] Categary

Type

Lazt Activity

0.0a
0.0a

O

[ s Y e

Service A

[

Prompt GL 7
GL Account

»

1600-00-00 &,
ACCOUNTS RECEMABLE

[v’ Accept l';f:ﬂ Cancel lﬂ Delete

[tem M ame or Dezcrption

ZPLAY 02/05/06

Items should be Customer Required.

wnN P

Use a “pipe” in the description to make it easy to enter the check number.

GL Account for NSFCHK should be Accts Rec or Due from Students.

GL Account for NSFFEE should be Bank Charges or SB General.
4. Prompt Price should be on — because the amount is always different.
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B. Charging customer accounts:
e There are two NSF scenarios: when you actually do a return for the original
Item sold and when you don’t do a return.

» Check was payment for PE clothes = No return.
= Check was payment for a Yearbook = You want to do a return here
to remove student from the yearbook list.

T Work Screen - Play School High School |Z| |§| [5__(|
LLEAR ) 1 - Yearbook -éj
Name | Farviews, Melvin || D 901256 g
2 - Student Body Card | @
Address | 250 Sea Breeze Way | Other ID l:l —
City, State Zip | 5an Diego |foallemes || | Balanee | ] 3- AP Biology Test
Phane (619) 555-0250 Class [ 2005 | | Status
4 - AP Englizh T est
Mates | |
Command Line Drezcription Quantity Frice 5 - At Fee $3
NSFCHK | | NSFCHEK: John Fairview #4339 || 1]| 75.00| [+ 0K 2]
B-dtFee$ls [|2
Itern Mumber Dezcription Dept Quantity Price Ext Price m
NSFCHE: John Fairview #4332 §
7 - Prom Double/Guest || S
wr
st |
L g
Tatal 80.00
Iter description ZPLAY 02/05/086

T Total |Z||§I {zl
Amount Howa Paid Receipt Tatal a0.0o
| 80.00 | E=Charge to account
1=Cazh
2=bd azteriza
A=tumnerican Erpress
4=Dizcover
2000 | [5=Check
Ei=|:h-E|IJE b0 account
7<Multiple Checks [ Bayment [ & accept [ Cancel

In the example above, we assume that he’ll make the check good. So we don’t
do areturn. We simply charge the check and the NSF fee on account.

C. Integration:
e Using Tracks/SchoolBooks integration will save time and make you more
efficient. (For more info: See breakout G1: Integration.)
¢ During the Closeout process, Tracks writes any NSF transactions to a file
that SchoolBooks can use to create adjustments for NSF checks and fees.
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Collecting Student Debts:

Tracks is equipped with everything you need to collect money owed.

e The Balance Due Report prints a debt listing by Item or Customer.
e Tracks can also print _BALANCE DUE LETTERS _ using the Form Letter

Maintenance and Form Letter Printing functions.
e For those who wish to use electronic means, Tracks can send E-Statements

via e-mail.

Balance Due Report:

T Balance Due Report - Play School High School

Enter Grades/Classes for selection | Select Grades

or leave blank for All grades.
Show Customer Notes O

Select By Status All Customers -

Selection All Starting

Cusztorner Mumber

[ Bemember Settings

Uze zer Defined Fields ]
Feport Type Dietail by Customer
Finimum Amount -9.599.00

Ending

Pl on

SEIET

Adobe PDF on Mel:

[ ‘@ Print _[ G F're!iewll;_/ﬁ Cancel l 5 Setup

EALANCE DUE REPORT -DETAIL EY CUSTOMER

Flay School High School

Customer Range: All

Last Pt Arnourt Balance
Date Reczipt Ho. kem Humber Description Arnount Date Faid Oue
Banu, Bella Cust No: 901253 Year: 12 Phone: (858) 355-4650
08M a5 0000118 LOST 22220028/American History 8514 09127104 55.00 014
10M4505 0000165  LOST 23230016/G eometry and Y ou 32.74 0.00 32.74
03r2106 0000186 SOLDTH 22220003 /A merican History 859.14 0.00 859.14
Total Due 148.05
Bose, Sandra Cust No: 901255 Year: 12 Phone: (619) 555-2144
08M4ams 0000117 LOST 45670002Treasure Island 2453 0.00 2453
Total Due 24.53
B oyd, Julian Cust No: 901238 Year: 11 Phone: (619) 754-2869
0914505 0000116  TBDAM 45670003 Treasure Island 2.00 0.00 2.00
09rMams o0oo116  LOST 45670003/ Treasure Island 2453 0.00 2453
0372206 0000196 PREPAY TRAMNS PYMMNT ACCT {200.007% 0.00 {200.007%
Total Due {173.47)
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Collection Letters — Design your own Form Letters:
Tracks has a sample form letter called BALDUE in Fo
amount, and Customer Range.

You can even automatically print the form letters from
screen.

=

Daily  Customer  Item NSl

Sales Reports

Cusktomer Reparts
Item Reports

T Tracks Main Menu - Play School High School

TexTrack  Modules

DonationTax Credit Reports
Wolunteer Hours Tracking

rm Letter Maintenance.

Once edited, Tracks allows you to print letters based on Item, balance

the Customer History

Management  Help

F

Zustomer Lisking
Balance Due Report

Zustomer Histary Repork

* v r

Form Letter Maintenance

Farm Letker Printing

T Form Letter Mainienance - Play School High School

S[SI[Ed

Letter Code | BALDUE Q{s [ Copy Information from other Schoal J tho_se a field Frpm the drop dqwn,
. pozition cursar in the letter, right
[ escription | B alance Due Letter | mouse click and PASTE.
) Or simply twpe the field ke <BAL>.
Figlds | - |
-
<RECIPIENT= I
Dear Parent:
Tour student has outstanding amounts duse as of this date. The amounts dus are
detailed below:
«3TATEMENT >
Please remit this amount to the address abowve at your earliest convenience. If
you're wondering how your little angel has managed to accunulate these debts,
please give me a call. I will be most happy to provide you with the information
wou seek.
Best regards,
b
mnnm [o secept [0 Cancel I.ﬂ Delete | M| %
— Form Letter Printing - Play School High School o ] s
Form letter description T J i 7 —I—I—I

Fiorm Letter Code | BaLDUE I&l | Balance Due Letter |
Frint only for grade Prink Qrder
Include clubs [Type="Club"™) Select by
Include blank clags (Grade=""] tinimum B alance 0o

Date Purchased [ ] | 07/01/05

Select By Statuz |.&II Custormers ﬂ| Use Item Mat Bought []
Cugtomer Type All ﬂ [tern Mot Bought _
Selection All Starting Ending
Custorner Mame | @ | [&l

03/22/06

[ UseUDFs: ]

Bemember zettingz

[ Uzer Defined Field R anges l

|EPSUN Stylus CBE Series [Copy | I Email ] “E Print ] M Preview ] A Cancel ] 2 Setup

|Seleu:t the grade ta print

[ |zPL&Y |03s22/08
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E-Statements:

If you have customer e-mail addresses recorded in Customer Maintenance,
you will be able to use this feature.

Mail Server Seltings

From Addiess | BJones@myschoal k12 caus
Emad Subject | Your Chid's Balance Due

SMTP Server | smip.ryschool k12 caus

My Server Requees Authenticabion

U zes Name BJores

$933959994]

Pazsweord

T Customize - Play School High School

Beceipts | Hudwae |  Scanning lEmaﬂSetl'ngs]

Cautions about sending Form Letters via Email:
The program will not warn you if a Customer who should get a letter doesn’t have

email addresses set up.
With printed letters, you have a tangible stack of letters that you can see.

That’s why you need to include your own email address somewhere in there so
you can do a reality check on a regular basis.

Customer Statements:
e Select statements for a range of Customers, balance minimums and cutoff
dates. Even print a customized message.

Plaqy School High School
13240 Evening Creek Drive South

San Diego, CA 92128
800-954-2583

Susan, Sanders
5388 Westview Lane
San Diego, CA 9212

Customer Statement
D ate: 3/22/2006

Customer Number: 13228

ReceiptHoe Date em Humber Kem D escription Payment Ref Purchases Payments Balance
ooooize 03805 TSHIRT T-5HIRT LG WHITE 10.00 10.00
Cazh 0.oo 55,00 [45.000
ooooi0e 09415505 SBCARD 15.00 (30.00)
Cazh 0.oo G000 9000
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Shortcut for printing or e-mailing:
e You can print a Customer History Report or a Form Letter right from the
History tab in Customer Maintenance.
e Or you can email directly to a student or parent from the Contacts tab.

T Customer, Maintenance - Play School High School E||E|rg|

Custorner Mo, | 901259 Q
First Name Last Name |Danson |Middle|:|

1. Main ] 2. Parentz ] 3. Contacts 5. Additional ]
Receiptff : 0001095 User : MASTER 10/25/05 ~
YREK YEAREQOK 1 50.00 50.00

50.00
Cash £0.00
Teceiptf : 0001072 Tsex : M 03/03/ 05
FROMSE PROM 5 INGLE 1 40.00 40.00
PROMG FUEST: Tom Zmith 555-436-1100 1 o.oa o.00
40.00
Cash a0.00
Teceiptf : 000LOED Vsex : MASTER 02/23/05 v
Sort | Transaction v Descending [] Ascending [ FRedisplay
Custamer Histary Farm Letter I:I Feprint Receipt

K< (e 1 o 2 e

ZPLAY 02/05/06

NOTES:
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