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Grouping Codes

* Grouping Codes are assigned to items you
sell.

» Group specific items together on one report.

» Grouping Codes can be up to 3 characters —
like DIS, CAN, SS.

e Other Examples:
« APT = Advanced Placement Tests.
* PRM = Prom Dance Tickets.

. *FUN = Fundraisers.
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Grouping Maintenance
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o Set up Grouping Codes.
* Assign Grouping Codes to Iltems.
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Sales By Grouping Report

 Item Grouping Listing — See Group assigned to Items.
« Grouping Report — See all students taking AP Tests.

Flay School High School
SALES REPORT BY GROUPING
[ ate Range: 0701505 to OZ522706
Grouping Range: APT to AFPT
Customer Name Cust No. Fhone ke rn Humber Description Rec=ipt Date Sty Total
Grouping: APT
Banu, Bella an1263 (268 555-46450 APRBID AR TESTRIOLOGY ooooies D3A16/06 1 45.00
Banu, Bella ani1263 (858 555-4650 APEHNG AP TEST ENGLISH ooooi6e D3A6/06 i T45.00
Bawd, Julian aOo123s (G197 754-22649 APSPAN AP TEST SPANISH oooo1y4  D3A16M06 1 500
Bowd, Julian a01238 (6197 754-22649 APMATH AP TEST MATH goooiT4d  O3M6M06 1 4500
Butler, Cada Q01226 (84687301-9372 APRBIOD AP TESTRIOLOGY oooo1ys  D3A16GM06 1 4500
Butler, Cara Q01236 [8587391-9372 APSPAN AP TEST SPANISH ooooiys  O3AG0G6 i 5.0
Butler, Cada Q01226 (84687301-9372 APMATH AP TEST MATH oooo1ys  D3A16GM06 1 4500
Butler, Cada Q01236 (8587 391-9372 APEHNG AP TEST ENGLISH Qoooi7as D366 i T45.00
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Department Codes

 Used to group specific items together.

 Department Codes are 3 characters or
combination of letters and numbers.

« Examples:
« DIS = District.
e DAN = Dances.
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Reports by Dept Code

o Sales by Recelipt Report — Summary by Department

Summary by D epatment (does not include sales tax)
Oepart ment  tem Mumber Oescripion Aurn ourt
CLS
ARTS Art Fee 3 15.00
ART1S Art Fee 15 15.00
Departmert CLS Subtotal 20.00
OAN
FROMD PROWM OOUBLE 3z0.00
Depart rmert 0DAN Subtotal 220.00
]
LOST Lozt Textbook §5.00
APENG AP TEST ENMGLISH Ta.00
LFINE Library Fine 381
Depart mert 015 Subtotal 13381
5H
YRBE YEARBOOK 5500
SBHCARD 5B CARD I85.00
DOMWSEPT Donation - Sports 200.00
PARE PARKIMG PERMIT 15.00
Department SE Subtotd 1,155.00
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Reports by Dept Code

e Sales Summary by Item. This example selects only for
ltems in the “DIS” Department.

Flay School High School

SALES SUMMARY BY ITEM

[ ate Range: 07F/01705 to D3/22/06
ltem Range: Al

Department: IS Grouping: All

ft= m Humber e m Description Cluantity Frice Total
AFBIO AP TEST BIOLOGY g F5.00 450,00
AFEMN G AP TEST EMGLISH 1 F5.00 7500
AFENZ AF TEST ENGLISH 2 F5.00 140.00
AFEMN = AP TEST EMGLISH 1 F5.00 7500
APMATH AP TEST MATH 3 F5.00 22500
AFPMATH AP TEST MATH 2 F5.00 140.00
AFPSPAN AP TEST SPANISH 1 F5.00 7500
AFPSPAN AP TEST SPANISH z F5.00 150.00
AFSPAN AF TEST SPANISH 1 F5.00 7500

Chuantity Total 1% Grand Total 1,425,010
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Bonus Fields

e [N Item Maintenance — Additional tab.

* YOu can determine a separate Bonus Label for
each Iltem — “Guest.”

e Bonus field can be Customer number If you
want to do a Customer Lookup at time of sale.
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Bonus Fields

T Item Maintenance - Play School High School - |I:I|5|
Item No. PROMD N Tupe Serviee ¥

Description | PROM DOUEBLE Laszt Activity
1. Main ] 2 Level Iﬁ.ﬁ.ddltlnnal ........

Eonus Field Optian \\

Use Bonws Field
Bionus Field is Custamer 1D [ ]

Izer Defined Field Uzer Defined Date Field

Type

1098-T Item [ Borus Label | Guest

 When the item is sold on the Work Screen, the Bonus
field pops up. In the example above, you would enter
the Guest’'s Name.
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Modify Bonus/GL/Category

You can Modify Bonus Field data — Management/Special Functions.
Find the record and type over the existing Guest's name.

T Modify Bonus/GL/Category - Play School High School
@ Filter By Closeout Dates From | O7/01/05 To | 03/06/07

() Filter By Closeout Mumber

Hec Mo, | 0000283 Seq Ma. 001 Bonus Field | EETNE .
[ternMo. | PROMD Dezcrption | Prom Double GL Account | 3105-00-00
Cugtomer | 9071258 M arme D anzon, Christopher Clags of 2007
Cluantity 1 Arnavnt $80.00 Categaony E
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Reports that display Bonus Field

o Sales by Item/Customer.

« Sales by Grouping Report.
e Customer History Report.
 Equipment Report.

« PLUS Bonus Field data prints on
receipts and shows on Customer
History screen.
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Sales by Item/Cust with Bonus

Play School High School

SALES BY ITEM/CUSTOMER REPORT - WITH BONUS FIELD
[ate Range: 0704505 to 03022006
ltem Range: PROMD to PROMD

Sold
Customer Name By Cust No  Recsipt No. Date Bonus Field Gt Frice Total

kemHo: PROMD PROM DOUBLE

Butler, Carla KL Q01236 0000124 091505 Guest Brad W eston 1 20.00 20.00
Cruise, Tim KLC Q1249 0o001149 09,1505 Guest Martha Thompson 1 20.00 20.00
Canzan, Christopher KC qo1z282 0000120 Q951505 Guest Salb W ells 1 20.00 20.00
Martin, Carolyn KLC 45000 aoaoq40 091505 Guest: Gearge Phillips 1 20.00 20.00
Total for kem Ho: PROMD 4 320,00

Grand Total 4 320,00
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Master Audit Report

« Management\Special Functions.

« Shows transaction detail including Closeout Number
and Date, User Code, Customer, Item, and amount
of receipt.

« Sort by: Date Updated, User Code, Item Number.

Flay School High School

MASTER AUDIT REPORT - BY DATE UPDATED
Oate Range: 012607

Uszer Range: ALL

term Range: ALL

Clozeout Range: ALL

U=er

RecHo. Code Cus=st Mo. Cust Hame ftem Mumber & Description Aornourt Tax Total
Update Date: 012607 Closeout Ho: 00138
260 KC 01255 Bose, 5andra TSHIRT-T-5HIRT WM ED WHITE 10.00
Receipt 260 Total 10.00 000 oo P
kC 01255 Bose, Sandra ARTZ - Al Fee 3 2.00

Receipt 261 Total 2 .00
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Master Audit Report

This sample report is sorted by Item Number.

Flay School High School
MASTER AUDIT REPORT - BY TEMNUMBER
Date Range: 07105 to 0322106
User Range: ALL
tem Range: ALL
Claoseout Range: ALL
Closeut
RecMo. Date Ha. Uzear Code Cust Ho. Cust Hame Description Arnourit
hem Humber: APE 1D
168 031 G/06 ooiz9 Chd 01253 Banu, Bella AP TESTHIOLOGY 75.00
1649 031 G/06 ooiz9 Chd a01249 Cruize, Tim AP TESTHIOLOGY 75.00
170 031 G/06 ooiz9 Chd a01244 Edwards, Jaime AP TESTHIOLOGY 75.00
171 031 G/06 ooiz9 Chd 01243 Madizon, Marjie AP TESTHIOLOGY 75.00
173 D3HE06 Rl Chl an1258 Danson, Christopher AR TESTHIOLOGY T5.00
174 D3MG06 IRl Chl a01236 Butler, Cara AP TESTHIOLOGY T5.00
460.00
Rem Humber: APEHG
113 0915/05 oot114 KC an12ad Peterzon, JB AP TEST EMGLISH T5.00
168 031 G/06 ooiz9 Chd 01253 Banu, Bella AP TEST EMGLISH 75.00
1649 031 G/06 ooiz9 Chd a01249 Cruize, Tim AP TEST EMGLISH 75.00
174 031 G/06 ooiz0 Chd 01236 Butlar, Cara AP TEST EMGLISH 75.00
200.00
Hem Humlrer: APMATH
031 G/06 ooiz9 Chd a01249 Cruize, Tim AP TEST MATH 75.00
031 G/06 ooiz9 Chd a01244 Edwards, Jaime AP TEST MATH 75.00
03606 R eli] Chd ani12ss Danson, ChAistopher AR TEST MATH 75.00
D3HG06 o130 Chl an123s Bowd, Julian AP TEST MATH T5.00
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Hours Reporting

e Uses the “Hours Tracking” Item Types.

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

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

e 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.
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Customer Statements

Reports/Customer Reports.

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.

PlaySchool High School
13240 Evening Creek Drive South

San Diego, A 92128
g200-954-2583

E dwards, Jaime
1819 Walton Lane
SanDiego, CA %2121

Customer Statement
D ate: 3/22/2006

Customer Number: 901244

ReceiptHo Date em Humber kem D escription Payment R ef Purchases Payvments Balance

oooot 3 D0/2205 LFIME Library Fines? Ways to Wiin 1.25 1.25

0ooo1as 0952205 LOCK LOCKS 5.00 fi 26

PHYSICAL PHYSICAL 0.00 .26

SPORTSCLR  %PORTS CLEARANCE 0.00 .25

Cash 0.00 5.00 1.25

0000141 0072705 LFIME LFIME/Library Fines2 Wrays to Wi 0.00 1.25

Pmt On Acct - Cash 0.00 1.28 0.00

00001 43 0052705 PAREK PARKING PERMIT 5.00 .00

Cash 0.00 5.00 0.00

[N ] 10/0505 HELMET Foathall Helmet 0.oo 000
Bonus - Tag #: 754

KMEEPD Knee Pads 0.o0 0.oo

0oooi7o 0301606 APBID AR TESTRIOLOGY 75.00 75.00

APMATH AP TESTMATH 75.00 150.00

Cash 0.00 150.00 0.00
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Vehicle Reports

« This Is a great report for staff who patrol the
parking lots.

Flay S
VEHICLE LIST
Customer Range: All D ate Range: All

Permit

Cust Mo, Mame Na. Licenze  ‘Year  Make Model Color Or. License Insurance E RecxNo.
012348 Boyd, Julian 448 JABCSEOY 2003 Ford Mustang Blue L2344 State Fam 0352705 nooot 4z
801244 Edwardz, Jaime 454 ATRO&ET 2001  Chewy Blazer Red Al State 0842705 oooot 43
q01256 Faruiem , hielin 4f2 4TROD9: 2004 Honda Ciuie Mikite 2345 State Fam 09s2T 0% ooont44

f
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Equipment Tracking Reports

 Modules/Equipment Tracking.
* Helps reduce bad debts from Sports Equipment losses.

FPlay School High School

EQUIFMENT REPORT BY CUSTOMER

[ ate Range: OF/O10/05 to D3522/005
All tems

All Customers

Checked Cut Checked In

O=ate Time Receipt Mo O=ate Time Receipt Mo tem NHurmber De=scription

Customer Ho: 301244 - Edwards, Jaime
100505 10:13 oooo1as | KNEEFD Knee FPads
100505 10:13 oooo1as | HELMET Football Helmet

Customer Ho: 201251 - Sanders, Bill
10705 /05 10:14 oooo-s0 | KNEEFD Knee Pads
100505 10:14 oooo-s0 | HELMET Football Helmet

Customer Ho: 301254 - Jones, Rocky

1000505 100132 aoooqs9 | KNEEFD Knee Pads
1005005 10012 aooo159 | 100110058 10:15 oo0o0161 HELMET Football Helmet
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FundRaiser Reports

« Revenue Potential Report — shows net profit
(estimated and actual).

 FundRaiser Breakdown Reports — by Student and by
GL Account.

Flay School High School
FUNDRAISER BREAKDOWN REFPORT - BY STUDENT

All FundR aisers
[ ate Range: All

Custorer # Harme Gty Sald Armt Sold Amt Rec Oue
CAMDYFALL CANDY SALE - FallZoos Advisor - M5, SMITH
P14 Cho, Stephanie 20 40.00 10.00 20.00
a01240 D awis, Heidi G0 12000 40.00 20.00
g01254 Gomez, Andy 40 g0.00 20.00 G0.00
Q01285 hMeyers, Sally 70 140.00 0.0a 140.00
F14808 Smith, Sally 20 40.00 20.00 20.00
Total for CANDY SALE - Fall 2005 210 420.00 Q0.00 230,00

REFORT TOTAL 210 420.00 40.00 330.00 f
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Donation Reports

« Reports/Donation/Tax Credit Reports.
e Sort by GL Account, Item number, or Donor.
e Each report prints in either summary or detail

format.

e Design and send Donation Form Letters to say
“thank you” and request more money too!
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Donation Reports

Flay School High School

DONATIONS REPORT -BY GL ACCOUNT - DETAIL

GL Account Range: ALL
Date Range: 7A1/2005 through 3222006

Donor # Donor Mame ftem Fecaipt # Date Amount

GL Account: Z210-10-10 Yolleyball ~ Boys
1025 Simpsan, Tam DOMSPT ooo100v 0252205 50.00
50.00

GL Account: 224500-00 MUSICAL THEATER

1027 Westphahl, Yolanda OOMFA ooo10s1 0352205 150.00
1025 Simpson, Tom OOMFA ooo105: 0352205 100.00
108 Anchoawny, Carol OOMFA ooo1060 032305 100.00

250.00

GL Account: 2250-00-00 Athletic Club

1024 Simp=an, Tom DOMSPT oooingz DEL2205 100.00
1024 Laumten=schlager, Bil DOMSPT oooi0sn DEL2205 100.00
1028 rells, Tam DOMSPT oooiosg DEL2305 200.00
1024 Anchowny, Caral DOMSPT oooin60 DEL2305 100.00
1030 Johnzan, Carrie DOMSPT oooi064 DEL2505 3423
1016 Wrentwarth, Tam DOMSPT oooot 26 092205 200.00
1024 Simp=san, Tom DOMSPT oooot 6z 1001105 150.00

284 23

REFORT TOTAL 1,284 .23
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Let’s Walk Through It!
Or
Questions & Answers
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