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1. Grouping Codes

a.
b.

C.

Grouping Codes are assigned to items you sell or track.

Used to easily report specific items together on one T Item Maintenance - Play School Hig

report. lterm M APBID )
Grouping Codes can be up to 3 characters — like DIS, tem He. =y
CAN, SS. Description | AF TEST BIOLOGY
Other Examples: 1. Main I 2 Levels ]

1. APT = Advanced Placement Tests.

2. PRM = Prom Dance Tickets.

3. FUN = Fundraisers.
Item Grouping Listing — Reports\ltem Reports. Sundy [ ]
Grouping Report — Reports\Sales Reports\Sales by Tawable [ ]
Grouping Report.

Cust Reqd CashOnly [ ]

Grade Limitz

Do =k P S

Play School High School
SALES REPORT BY GROUPING
[ate Range: 07/04/05 to 03/22/06
Grouping Range: AFT to AFT
Custormer Mame Cust No. Phone ftern MNumber Description Reczipt Date Gty Total
Grouping: APT
Banu, Belia 901253 (3528 656-4650 ARBIO APTESTBIOLOGY 0o00MGE  D3A16D6 1 Ta.00
Banu, Belia 901253 (35815554650 APENG AP TEST ENGLISH 00006 D3A16D6 1 .00
Boyd, Julian a0123s 19) 7542868 APEPAN AR TEST SPANISH 0000174 O3N6DE 1 74.00
Boyd, Julian 901238 10)754-2860 APRMATH AR TEST MATH 0000174 03AGDE 1 74,00
Butler, Cara 901236 (B58)301-0372 ARBID AR TESTBIOLOGY D000M7S  OIAG0E 1 74,00
Butler, Cara 901236 258)301-0372 ARSPAN AR TEST SPAMISH D000TS  DINGDE 1 T4.00
Butler, Cara Q01236 (B58)301-9372 APMATH AP TEST MATH oo TSE  D3A6DG6 1 Ta.00
Butler, Cara Q01236 (B52)301-9372 APENG AP TEST EMGLISH oo TSE  D3A16DE 1 Ta.00
Cruise, Tim 0149 B58) 456-TRA2 APEID AP TESTEOLOGY 0000169 O3NGDE 1 74.00
Cruize, Tim 901249 (G581 456-7392 APENG AP TEST ENGLISH 00006 D3A16D6 1 .00
Cruise, Tim aniz49 B58) 456-TRA2 APWATH AP TEST MATH 0000169 O3AGDE 1 74.00
Cruise, Tim 901240 (B58) 4567202 ARSPAN AR TEST SPAMISH DO00MED  DIAGDE 1 74,00
Danson, Christopher a01258 (G19)5565-2085 APBIO APTESTBIOLOGY poooTE  DRMEDE 1 TE.00
Danson, Christopher 901258 G191 656-8084 APMATH AP TEST MATH 0oooTE  D3A6D6 1 Ta.00
Edwards, Jaime 901244 (E19)476-0620 ARBIO APTESTBIOLOGY oo Fo  O3A6DG6 1 Ta.00
Edwards, Jaime 901244 G19)476-0629 APMATH AP TESTMATH oo vo O3A16D6 1 .00
hiadizon, harie 01243 i19) 9904653 APEID AP TESTEOLOGY 0000171 O3AGDE 1 74.00
hadison, Marie 01243 197 990- 4659 APSPAN AR TEST SPAMISH 0000171 O3AGDE 1 Ta.00
Petersan, JB 901224 (B58)406-1100 AFENG AR TEST EMGLIEH 0000113 0aAs0s 1 74,00
Total for Grouping: APT 19 1,425.00
Grand Total: 19 1,425.00
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2. Department Codes

a.

b.

C.

d. Examples:
1. DIS = District.
2. DAN = Dances.

e. Reports that group by Department Code:

1.

Sales by Receipt Report.

Department Codes are assigned to items you sell or track.
Used to easily report specific items together.
Department Codes are 3 characters or combination of letters and numbers.

2. Sales Summary by Item. This example selects only for Items in the “DIS”

Department.

SALES SUMMARY EY ITEM

Flay School High School

Item Range: Al

[ ate Range: O7/04/05 to 03022706

Lepartment: DIS Grouping: All

tterm Humber term Description Cluzantity Price Total
AFBIO AP TEST BIOLOGY 5] F5.00 450.00
AFENG AP TEST ENGLISH 1 F5.00 F5.00
AFPEMN G AP TEST ENGLISH 2 F5.00 150.00
AFPEMN G AP TEST ENGLISEH 1 F5.00 F5.00
AP MATH AP TEST MATH <] F5.00 225.00
AP MATH AP TEST MATH 2 F5.00 150.00
AP SPAN AP TEST SPANISH 1 F5.00 F5.00
AP SPAN AP TEST SPANISH 2 F5.00 150.00
AFPSFAN AP TEST SPANISH 1 F5.00 F5.00
Ouantity Total 19 Grand Total 1,425.00
Summary by Depatment (does not include sales tax)
On Sales Efgsartment berm Murmber Descripion Arnourt
by Receipt ART: Art Fee 3 15.00
Report - ARTIS Art Fee 15 15.00
Sales Departmert CLS Subtotal 30.00
Summary Ly
by Dept PROMD PROM DOUBLE 320.00
) Depart ment OAMN Subtotal 220,00
ols
LOST Lost Texthook a4.00
APEMNG AP TEST EHGLISH 500
LFINE Library Fine +3
Department 015 Subtotal 133.81
5B
YREK YEARBOOK 655.00
SBCARD 5B CARD 285.00
OOMSPT Donation - Sparts 200.00
PARE PAREKEIMG PERMIT 15.00
Department 5B Subtota 1,155.00
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3. Bonus Fields

a. Defined on the Item — in Item Maintenance, on the Additional tab.

1. You can determine a separate Bonus Label for each Item — “Guest.”
2. Can be Customer number if you want to do a Cust Lookup at time of sale.
kS
ltem Mo, PROMD Q. Type Service v
Dezcrption | PROM DOUBLE Last Activity
1. Main ] 2 Levelz ]
I1zer Defined Field Ilzer Defined Date Field Bonus Field Option
Type Ilze Bonuz Field
Bonus Field iz Customer D[]
1098-T lkerm [ ] Bonuz Label | Guest

b. When the item is sold on the Work Screen, the Bonus field will prompt you to enter
information. In the example above, you would enter the Guest’s Name.

c. You can Modify Bonus Field data — Management/Special Functions. Find the
record and type over the existing Guest’s name. He’s not going with Jennifer Smith;
he’s going with Sally Wells.

N P LY

T ™Maodify Bonus Field - Play School High School - |EI|5|
00007120 | 0001 |  PROMD FPROM DOUEBLE Jennifer Smith
901 258 Danzon, Chiistopher 1.00 [‘y 0. ltﬂ Cancel J
Rec Mo | Se... | |tem Mo | Desc | Cuigtamer | [ arme | [Juiantity | Bonus 5 *l
0oooi1s  oool PROMD . PROM DOUELE 901249 Cruize, Tim 1.00 kartha Thomp...
0000120 0001 PROMD ... PROM DOUBLE 901258 Danzon, Chiiztopher 1.00 Jenniter Smith
Qoooi1o Qo2 PROMD .. PROM DOUEBLE 45000 b artin, Carolyn 1.00 George Philips
0oooiz1 o001 PROMD .. PROM DOUEBLE 901236 Butler, Carla 1.00 Brad'w'estan
0oo01e7 00 HELME Football Helmet 01253 Danzon, Chriztopher 100 fay
T ™Muodify Bonus Field - Play School High School - |EI|5|
Q000120 | 0001 || PROMD PROM DOUBLE Sally wiells
901 258 D' anson, Chiistopher 1.00 [# 0K .I.tﬂ Cancel J
Fec Mo | Se... | Item Mo | Deszc | CLigtamer | M ame | [Juantity | Bonuz 5 *l
0oooi1s ool PROMD . PROM DOUBLE 8071249 Cruize, Tim 1.00 Martha Thomp...
1 ... PROM DOUELE 901258 Dianzon, Chnztopher 1.00 Sallywells
Qo000 o002 PROMD . PROM DOUBLE 45000 b artirn, Carolyn 1.00 George Philips
Qoooi21 oo PROMD .. PROM DOUEBLE 9071236 Butler, Carla 1.00 Brad'weston

EI T Bl Y}
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Reports where Bonus Field values are printed:

—

Sales by ltem/Customer.

2. Sales by Grouping Report.
3. Customer History Report.
4. Equipment Report.

SALES BY ITEM/CUSTOMER REPORT - WITH BONUS FIELD

Flay School High School

[rate Range: OF/0105 to 03022705
ltem Range: PROMD to PROMED

Saold
Customer Mame By Cust Mo Receipt Ho. D=ste Bonus Fisld Gty Frice Total
tem Ho: PROMD PROM DOUBLE

Butler, Carla KLC 901236 aooo1z1 09M5//05 Guest Brad W eston 1 20.00 |0.00
Cruize, Tim KC a01 2499 aooo119 a9M5//05 zuest Martha Thompson 1 20.00 |0.00
Lranson, Christopher KC 9012458 oooodzo ui=ry Eanlal Guest: Salk Wil ells 1 2000 2000
M artin, Carobhyn KL 45000 aooo110 09M5/05 Guest Gearge Phillips 1 |0.00 |0.00
Total for kem Ho: PROMD 4 320,00

Grand Total 4 320,00

d. Bonus Field data prints on receipts and shows on Customer History screen.
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4. Master Audit Report
Management\Special Functions.
Allows you to run a report that shows all transactions entered in Tracks including

a.
b.

c.
d.

when it was entered, when it was closed out, and by whom.

Sort by: Date Updated, User Code, Item Number.
This sample report is sorted by Item Number.

MASTER AUDIT REPORT - BY TEMNUMBER

Flay School High Schoaol

Oate Range: 07105 to 032206

User Range: ALL
ftem Range: ALL

Closeout Range: ALL

Closeut
RecMo. Date Na. User Code Cust No. Cust Name Description Arnourt
em Humber: AFPEB 10
162 03606 oo1za Chd 01253 Banu, Bella AP TESTBRIOLOGY T5.00
1649 03606 oo1z9 Chd an1z449 Cruize, Tim AP TESTBRIOLOGY T5.00
170 03606 oo1za Chd a01244 Edwardz, Jaime AP TESTBIOLOGY T5.00
171 03606 oo1za Chd 01243 Madizon, Marjie AP TESTBIOLOGY T5.00
173 O3 606G o030 Chd an1z5a Danson, Christopher AP TESTRBIOLOGY T5.00
1745 O3 600G o030 Chd A01236 Butler, Cara AP TESTBIOLOGY 75.00
450.00
Hem Humber: APENG
113 091505 ooi1a KL ani1zid Petarson, JB AP TEST EMNGLISH T5.00
163 03606 oo1za Chd A01253 Banu, Bella AP TEST ENGLISH T5.00
1649 O3 6/06 oot1z9 Chad an1z249 Cruize, Tim AP TEST EMGLISH Th.00
1745 O3 606G o030 Chd A01236 Butler, Cara AP TEST EMGLISH T5.00
200.00
Hem Humber: APMATH
1649 O3M 606 o029 Chd an1z449 Cruize, Tim AP TESTMATH T5.00
170 03606 oo1za Chd a01244 Edwardz, Jaime AP TESTMATH T5.00
173 O3 6/06 o030 Chad an1z252 Danson, Christopher AP TEST MATH Th.00
174 O3 600G o030 Chd ani1z3a Boyd, Julian AP TESTMATH 75.00
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5. Hours Reporting

a. Uses the “Hours Tracking” Item Types.

b. Designed to report number of hours spent doing something or hours due.

c. Use standard Customer Form Letter Maintenance to design letters. Print Hours
Form Letters from Reports/Volunteer Hours Tracking menu.

d. Possible use: One school uses for selling “TARDY” then sends a form letter out
each semester that shows the number of tardies for each student.

6. Customer Statements — Reports/Customer Reports
a. You can choose to print statements for one Customer or a range of Customers,
and for all transactions or only On Account sales and payments.

13240 Evening Cree
San Diego, CA 92128
g800-954-2483

’P|a4y5choo| High School
Drive Saouth

Edwards, Jaime
1819 Walton Lane
SanDiego, CA %2121

Customer Statement

Date: 3/22/2006

Customer Number: 901244

ReceiptHo Date Rem Humber hem D eseription Payment R ef Purchases Payments Balance
0ooot 2 09/22/05 LFINE Library Fine 2 W ays to Win 1.25 1.25
nonot s 09/22/05 LOCK LOCKS 5.00 .25
PHYSICAL PHYSICAL 0.o0 6.25
SPORTSCLR  SPORTS CLEARANCE 0.00 .25
Cash 0.00 5.00 1.25
0ooot 41 09/27/05 LFIME LFIME/Library Fined3 Wiays to Wil 0.00 1.25
Pmt On Acct - Cash 0.00 1.25 0.00
0000143 09427105 PARK PARKING PERMIT 5.00 5.00
Cash 0.00 £.00 0.00
pooo158 10/05/06 HELMET Football Halmet 0.00 0.00
Bonus - Tag #:754
KMEEPD Knee Pads 0.00 0.00
0000170 0341606 APBIO AP TESTBIOLOGY T5.00 75.00
APMATH AP TEST MATH 75.00 150.00
Caszh 0.00 150.00 0.00
7. Vehicle Reports — Reports/Customer Reports
a. This is a great report for staff who patrol the parking lots.
Flay 5
VEHICLE LIST
Customer Range: All D ate Range: All
Fermit
Cust Mo, Hame Ma. License Year Make tadel Calar Or. License Insuranoce Oate Rec Mo,
anizig Boyd, Julian 458 TABCHEIT 003 Ford hdustang Blue C23dd State Fam 02705 [
aniz244 Edwards, Jaime 4549 AFTRDOSET 2001 Chewy Blazer Red Al S tate Qay2705 oonnt42
an1256 Farview , hielvin 462 4TROD093 2004 Honda Ciuic W hite 2344 State Fam 08s2705 o000t 44
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8. Equipment Tracking Reports — Modules/Equipment Tracking

Play School High School

EQUIFMENT REPORT BY CUSTOMER

[ ate Range: OF01/05 to 0322706
All fems=

All Customers

Checked Out Checked In
Oat= Time Receipt Mo Oat= Time Receipt Ho tem Mumber Description

Customer Ho: 301244 - Edwarnds, Jaime
10/05:05 10:13 goo01558 | KHEEFLD Knee Pads
10/05:05 10:13 goo01558 | HELWMET Football Helmet

Customer Hot 301251 - Sanders, Bill
10/05/05 10:14 gooo4q&0 | KMEEFL Knee Pads
10405/06  10:14 0o00 160 | HELMET Football Healmet

Customer Ho: 901254 - Jones, Rocky
10§05/05 10013 0ono153 | KMEEFD Knee Pads
10/05/05  10:13 oono15a | 10414405 10:15 0000161 HELMET Football Halmet

9. FundRaiser Reports
a. Revenue Potential Report — shows net profit (estimated and actual).
b. FundRaiser Breakdown Reports — by Student and by GL Account.

Flay School High School
FUNDRAISER BREAKD OWN REPORT - BY STUDENT

All FundR aizers
D ate Range: All

Customer # Marme Gty Saold Amt Sold Amt Rec Due
CAMDYFALL CANDY SALE - Fall 2005 Advisor - M5, SMITH
F 14558 Cho, Stephanie 20 <40.00 10.00 30.00
201240 D avis, Heidi G0 120.00 40.00 80.00
Q01264 Gomez, Andy 40 20.00 20.00 G0.00
Q01265 Mevers, Sally k] 140.00 0.00 140.00
F14508 Smith, Sally 20 40.00 20.00 20.00
Taotal for CAMDY SALE - Fallzoos 210 420.00 20.00 330.00
REFORT TOTAL a L 420.00 H0.00 330.00
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10.  Donation Reports — Reports/Donation/Tax Credit Reports

a.
b.
C.

Sort by GL Account, Iltem number, or Donor.

Each report prints in either summary or detail format.

Design and send Donation Form Letters to say “Thank you” and request

more money too!

Flay School High School
DONATIONS REPORT - BY GL ACCOUNT - DETAIL
GL Account Range: ALL
Date Range: 742005 through 30222006
Donor # Donor Mame ftem Receipt # Date Amount
GL Account: 2210-10-10 “alleyball ~ Boys
1025 Simp=an, Tom OOMSPT gooiooy 0223048 50.00
50.00
GL Account: 224500-00 MUSICAL THEATER
1027 e stphahl, Yolanda COOMFA oooio461 0222048 150.00
1025 Simp=on, Tom COMFA oooi0453 022 2i0s 100.00
10249 Anchowy, Caral OOMFA oooioa0 OEF230s 100.00
35000
GL Account: 2250-00-00 Athletic Club
1025 Simpson, Tom COOMSPT oooios: Oaf220s 100.00
1024 Lauten=schlager, Bil COOMSPT oooioso Oaf220s 100.00
1028 ells, Tom OOMSPT oooi054 0223048 200.00
10249 Anchowy, Caral COOMSPT oooio60 022305 100.00
1030 Johnzon, Carre COOMSPT ooo1064 Oaf2ains 3403
1016 rentwarth, Tam COOMSPT oooot 36 0oz 2ins 200.00
1025 Simpson, Tom COOMSPT ooooi6: 1011405 150.00
83423
REFORT TOTAL 128423
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