General Interest — G3

Activity Directors —
Mini Round Table
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Agenda

Managing Student Fees and Collections
Reports showing Balances Due

Vehicle Reporting

Donation Reporting

Reports and Inquiry for Advisors
Fundraiser Reporting

Other Uses for Tracks
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Managing Student Fees

Getting debts into Tracks — library fines,
participation fees, fundraiser money.

Enter manually one at a time.

Enter a whole list using Import Manager.
Allows you to import lists from club
advisors or teachers.
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Using Import Manager

Eﬂ File Edit iew Insert Formak  Tools  Data  Window Help  Adobe PDF

NEHRSISQIVE L RAR-F|9- -8 25§ @&mm r©f

avial -0 -/BZU|SS=E3$ % B@EEE-0-A-0

D2t M L Decrease Decimal
A | B [ ¢ [ B | E | F | ———F— H |

1 |CUSTHO LAST FIRST TEMMO AROUNT PAID CHECKMND MAMEOQOMCHK I

2 901253 Banu Bella oA ol 45 234 | Carol Banu

3 901236 Butler Carla SALST B0 G0 544 Hoy Butler

4 | 901244 Edwards Jaime  SAUST =10

5 O0256 Farview  Relvin SALIST — 1. Job Setup

B 901242 Myers hark SALIST ol NEWDDUU?:] ﬂ

7 901251 Sanders  Bill oA I . ="

8 | 901248 Sommers Mike SALS o e

B Type On Account =l File Type Excel =l
Path Hame | C:h_Data\Data for Import Manager TestinghSausage - on account - payments. cay
Total Amount 39200 Total Payment FRecerved 221.00
Itern Ma Use thiz value ﬂ Sallst E] Sausage
GL Account Load from Import File ﬂ i]
Fundraizer Mo Use thiz value ﬂ SalSAGE g] Sausage Fundraizer
2. W alidate data and create job
3. Edit data [only if necessany)

Je[<]> [ (2 gecep |9 Coree [ Dok

[Th [ZPLy |03/23/08
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Balance Due Reports

Sales by Item/Customer — A/R option —
shows amounts due.

Flay School High School

SALES BY MTEM/CUSTOMER REFORT

[ ate Range: OF/01/05 ta 03023006
Item Range: Al

Customer Namea CustNao Recsipt Mo, D=te PT Cluantity Price Tatal Amt Pd Amt Due

em Humber: APEBIO

Banu, Bella Q02583 aoooGs nlciylatin]s] CA q 75.00 F5.00 F5.00 0.0
Butlar, Carla Q04 236 aooo1rs O2MGM06 [ q 75.00 75.00 F5.00 0.0
Cruise, Tim a0qz248 aooo1s9 QMGG [ 1 75.00 75.00 F5.00 .00
L anson, Christopher a0 2588 aooo1ys QMGG [ 1 75.00 75.00 F5.00 .00
Edwards, Jaime Q04244 aooo1ro O2MGM0G ) 1 75.00 75.00 F5.00 0.0
Madison, Marjie Q0243 aooo1T nlciylatin]s] CA q 75.00 F5.00 F5.00 0.0

Total for Rem Humber: APEID [3 450.00 450.00 0.00
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Balance Due Reports

Sales by Item/Customer — History Description and A/R
— shows detailed description plus amounts due.

Cuckm er Hams Cu st o Do coripHon fram Hickry Faoslpt Ho. D FT arty Frics Total am t Pd am t Due
kern Mo LOST Lot Teastbook

Boze, Sandra Q01253 22220003/8me rkzan HEtory aooo2ss 101506 AC i 515 515 oo 515

Banyel, Julian 01238 23560004/ FRach Lessaons aaooio CEATIG AC i jo8s s s oo

Tatal for kern Mo: LOST 2 10510 19.95 AR

Gramd Total 2 10:5.10 19.95 8315

Shows detail for lost textbooks. Knowing the detail makes it
easier for you to collect the money!
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Balance Due Report — Detall by Iltem

Flay School High School
BEALANCE DUE REPORT -DETAIL BY ITEM
Customer Range: All
ltem Range: Al
La=t Pt Arnourt Balanoce
D=ate Recaipt Ha. Name Arount  Date Paid Due
ltem No: CANDY - FR CANDY SALES
09/27/05 0000145 Cha, Stephanie 4000 100508 10.00 30.00
03/22/06 0000198 Cha, Stephanie §0.00 0.00 90.00
09/27/05 0000146 Davis, Heidi 12000 10/0&/05 40.00 80.00
10/05/05 0000152 Gomez, Andy 8000 10M05/05 20.00 B0.00
03/22/06 0000199 Madison, M atjie 160.00 0.00 160.00
03/22/06 0000200 Martin, Carolyn 50.00 0.00 90.00
09/27/05 0000147 Meyers, Sally 100.00 0.00 100.00
10/05/06 0000154 Meyers, Sally 40.00 0.00 40.00
09/27/05 0000148 Smith, Sally 4000 1040505 20.00 20.00
Total Due 670.00
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FundRaiser Breakdown Report
Shows GL Account and Student detall.

Flay School High School
FUNDRAISER BREAKDOWN REPORT - BY STUDENT
AllFundR aisers
[ ate Range: All
Custorer # Narme Gty Sold Amt Sold At Rec Oue
CANDYFALL CANDY SALE - Fall 2005 Advisor- M5, SMITH
F14ag Cho, Stephanie 20 <40.00 10.00 20,00
aoq240 L awvis, Heidi [=11] 120.00 40.00 20.00
01264 Gomez, Andy <40 &0.00 20.00 G0.00
Q01265 heyers, Sally o 140.00 0.00 140.00
F14208 Smith, Sally 20 40.00 20.00 20.00
Total far  CAMDY SALE - Fall 2005 210 420.00 a0.00 Z30.00
LOLLIFOP LOLLIFOP FUNDRAISER Advisor- M5, SMITH
F1d4a32 Cho, Stephanie 141 150.00 0.00 150.00
ao1243 hadison, Marjie 178 454.00 0.00 454.00
45000 M artin, Caralyn 195 540.00 0.00 540.00
Total for LOLLIFOF FUNDRAISER 438 1,144.00 0.00 1,144.00
REFORT TOTAL [T H] 1,564.00 20.00 1,474.00
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Vehicle Reporting

You can sell parking permits to
capture information about vehicles
on your campus.

Print Vehicle Reports for staff who
patrol parking lots.
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Vehicle Reporting

T Item Maintenance - Play School High School

[]

™
i

ltem Mo, PARK 3] Type
Dezcrption | PARKING PERMIT Lazt Activity
LMan | 2levek | 3 Addtonal |
Cash Orly D Prompt Price |:| Prampt GL 7 |:|
Sundry |:| Frice 5.00 GL Account
Tanable [ ] Cost 0.00 2314-00-00 Q)
Grade Limitz | 11 12 Lazt Cozt Q.00 Farking Permitz
Departrent | SE Prarmpt Gty []
Grouping [Cluantity Lirnit n
Save Histary ] Reorder Lewvel n
Checks OK with No Cust ] Normal Stock 0
Frint extra receipt with no price [ Uty On Hand 0
Include in Phyzical Count Category

K< 2]

[w“ Accept Itﬂ Canicel _[R Delete l “Iﬂl % ]

- |Item Type

|CH

|ZPLAY

| 03423406

. CONNECTIONS 2007

Choose
“Vehicle” type
for your parking
permits.

Use several:
PARK
for students

PARKSTF
for staff




Vehicle Reporting

VEHICLE LIST

Flay Sch

Customer Range: All

Cust Mo. Harme

Rec Mo,

ani238 Bowd, Julian

an1zgd4 Edwards, Jaime
an125%6 Farwview , hlelvin

D ate Range: All
rodel Colar Or. Licensea
hiustang Blue C23d44
Blazer Fed
Civic if hite 2345

ooooi 4z
ooood 43
oooot 44

Sort by License Number, Customer Name, or Permit Number.
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Donation Reporting

Option to print 8 ¥2 x 11 donation receipts to
report printer at time of sale.

Donation reports by GL Account, by Item,
oy Donor — summary or detail.

Donation Form Letters — to thank
contributors and ask for more money too!
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Donation Reporting

Flay School High School

DONATIONS REPORT - BY GL ACCOUNT - DETAIL

GL Account Range: ALL
Date Range: 72005 through 3232006

Donaor # Donor Hame ttem Receipt # Date Amount

GL Account: 2210-10-10 “alleyball ~ Boys

1025 Simpsaon, Tam ODONSPT poo1oov 0852305 50.00
A0.00

GL Account: 224500-00 mMUSICAL THEATER

1027 Wi estphahl, Yolanda DOMFA ooo10G1 022205 150.00
1025 Simps=on, Tam DOMFA ooo10g: 022205 100.00
10249 Anchowy, Carol DONFA ooo1060 0852305 100.00

350.00

GL Account: 2250:00-00  Athletic Club

1025 Simpson, Tam ODOMSPT ooo10G:2 022205 100.00
1024 Lauten=chlager, Bil ODOMSPT ooo10s0 022205 100.00
1028 Welz, Tam ODONSPT ooo10449 0852305 00.00
1029 Anchowy, Carol DOMNEPT pDoD106D 0252305 100.00
1030 Johnzon, Carre DOMSPT ooo1064 022505 34.23
1016 W ertworth, Tom ODOMSPT ooo0nt136 092205 200.00
1025 Simps=on, Tam DOMEPT oooot1e: 101 1405 150.00

284 23

REFPORT TOTAL 1,284 23
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What about Club Advisors?

They need monthly reports. WHY?
Keeps advisors current on their accounts.
Helps prevent fraud.

Which reports??

SB Encumbrance Report — shows current
activity plus open POs & invoices.

Balance Due Reports for their Items.
Category Detall Reports
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Category Detall Report - OFFICIALS

lS Category Detail Report - Play School High School - |EI|5|

Sort By GL Account ¥

Selechion All Starting Ending

Date Range ] 070105 03/23/06
Categary Range [ ] OFFICIALS [ OFFICIALS [

Fage Breaks on Categories |:|

Flay School High School
DETAIL TRANSACTIONS BY CATEGORY REPORT

Date Range: 7A/2005 through 3232006
Category Range: OFFICIALS

Date Ref# Desecrption/Rec # Furpoze Account # and Desecrption Inzom e Expenzes Transfers To

OFFICIALS Officials

D9AEMDS 3304 Jack Strang Referees for Seazon 05-06 2230-10-10 “arsity Football 100.00 (o0,
D9AED5 3306 hel Stone Referees for Seazon 05-06 2230-10-10 “arsity Football 100.00 (200,
09s29/08 3293 Jack Strong Softball Game - Official 2220-10-20 Softball ~ Girls [50.007 (160,
09s29/08 3293 Jach Strong Softball Game - Official 2220-10-20 Softball ~ Girls 50.00 (200,
092908 3300 hiel Stone Official - Softball Game 2220-10-20  Softball ~ Girls A0.00 (240

3301 Jach Miedal Official - Softball 2220-10-20 Softball ~ Girls 50.00 (300,

09/29/05

0.00 300.00 0.00 [300.0

. CONNECTIONS 2007




Vendor Check History Report

Vendor Check History Report — shows all payments to
a range of Vendors including all detail information
about invoice and PO numbers.

Flay School High Schoo

VENDOR CHECK HISTORY REPORT - DETAIL

Date Range: 7/M1/2005 through 3222006
“Wendor Range: BOBSYR
Amount Range: 0.00 through 999 ,999.99

EBank/Chk # Date CkaAmt Type Imwoice# FO# Purpose Account #and Description A
BOBSYR B oly's ¥ earbo ok Productions

A 3280 07105 S00.00 M 1025 G021 Coown Payment - July 5105-40-00 “Yearbook ~ Expanse S00.00
Subtotal for Check # 3220 Bl

A 3288 02005 S00.00 M 1034 1020 Lown Payment - August 5105-40-00 “Yearbook ~ Expanse S00.00
Subtotal for Check # 3282 5N

A 3292 QQAD7F 05 S00.00 11032 40232 Lown Payment- Sept 54905-40-00 Yearbook ~ Expense S00.00
Subtotal for Check # 3202 5y

A 3284 Q92805 5000 C 9823 G035 Consultation on wrbk cower 5105-40-00 “Yearbook ~ Expanse G0.00
Subtotal for Check # 3294 L

1,530.00 Subtotal for Bank Code: A 1,550.00

Total for Vendor Bob’s Yearbook Productions 1,550.00

REPORT TOTAL
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Vendor Inquiry

New Paid Invoices tab — shows invoices
paid & drills down to invoice detalil.

See check “cleared” status too!

[ v |

| 5 ¥endor Maintena

Wendaor Mumber | BOESYH :] Mame |EBob's v'earbook Productions

| o

=101 x|

1. Main ] 2. Open Invoices ] 3 Checks ] 4 POz I 5 Pad Invoices ]

Iy Moo, | Ity D1 ate | PO Mo, | I D ate | Bank | Check Mo | Status | Chr Date |
1025 0EAM5M5 4021 o700 A 3280 F OFf21408
1034 1030 0310/05 A 3288 0731405
1103 4023 09/07/05 A 3292 07/f31405
9323 0952905 4035 09/29/05 A 3294 O7/f21408

% Invoice Details

[renice Details

Vendor | BEOBSYR - Bob's Yearbook Productions [ Mo, | 1034 Date Ak R00.00
Line Mo, | Furpoze | Total | GL Acct | GL Description |
1 Down Papment - August A00.00 5105-40-00 rearbook ~ Expenze
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Check Lookup

Check Lookup — Shows all invoice detall

and date check cleared the bank.

IS Check Lookup - Play School High School - |I:I|E|
— Pleaze enter a Check Mo.

Check Mo, | 3283 E Bank Code A At 6262  Check Date 07/20/05 Yoid Date
YWendor Mo, HARFPER Wendor Mame | Harper Office Products Cleared D ate 07305

[ Drate | [ Mo | PO Mo | Purpoze | Acct Mo, and Desc. | .ﬂ.mtl
07M6/06 329401 4035 Supplies for Skit 222-01-00 - Bazeball ~ Boys 10.78
07M6/05  32940-2 4035 Maotebook s 230-53-000 - Spanizh Club a8.74
07605 32940-3 4025 Special Stapler 221-01-020 - Valleyball ™~ Girls 4310
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Fundraising Reporting

FundRaiser Breakdown Reports shows
summaries by GL Account and Customer.

Revenue Potential Report shows projected
and actual profit and loss.
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Fundraising Reporting

REVEMUE POTENTIAL REPORT

Flay School High School

Qrganization:  LATING CLUAB

Code: CANDYFALL - CANDY SALE - Fall 2005

Cate Range:  09/01/045 to 105317048

Estimated Revenue Potential:

Frojected Sales:
Frojected Cost

Frojected Gross Income:

Est Expenses: Shipping charges

Fotential Met Profit:

Compare Sales to Potential:

Actual Sales:
Less Projected Sales:

Difference:

Amaount

§1,000.00
500.00

500.00

(35.00)
0.00

F465.00

U nits Total

210 $420.00
1,000.00

($550.00)
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Collect for Lost Sports Equip!

Equipment Tracking

Flay School High School
EQUIPMENT REPORT BY ITEM - WITH BONUS FIELD

[ ate Range: OF/01/05 to 02223006
All Hems

All Customears

Checked Out Checked In

D=t Tirme Reoceipt Mo D=t Tirne Reoceipt Mo Cust Ho Customer Bonus

Kem Ho - HELMET - Foothall Helmet

100505 10132 aooo1s7T a0 252 D anzon, Christopher Tag #: T&7
1Qs05/05 10013 oooo159 10414005 10:15 aooo 161 a01z254 Jdones, Rochy Tag#: 746
1Qs05/05 10013 oooo158 a01z244 Edwards, Jaime Tag#: 754
1gs05/m05 10014 ao0d 160 9012451 Sanders, Bill Tag#: 741

Kem Ho - KHEEPD - Knee Pads

1WoE/M0s 10012 oooois7 Q012488 D anson, Christopher
1W0E/M0s 100132 ooooi1s9 Q01259 Jones, Rochy
1W0E/M0s 1013 oooo15s Q012449 Edwards, Jaime

1000505 10014 Qooo1s0 Q01251 Sanders, Bill
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More Uses for Tracks

Use Tracks to count ballots — set up an Item for each
candidate. Print bar coded ballots you can scan for
the count.

Use Tracks to keep count of tardies — use Hours
Tracking.

Use Tracks for ticket sales — enter starting ticket
number when you hand out the ticket roll. Enter first
ticket number when roll is returned to you. See Tech
Tip 130 — Tracking Ticket Rolls.

Print bar coded Fall Registration forms — also good
for AP Tests and more.

. CONNECTIONS 2007




Let’s Walk Through It!
Or
Questions & Answers
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