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Agenda
• Using Grouping Codes
• Using Department Codes
• Using Bonus Fields
• Master Audit Report
• Hours Reporting
• Customer Statements
• Vehicle Reports
• Equipment Reports
• FundRaiser Reports
• Donation Reports
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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.
• Other Examples:

• APT = Advanced Placement Tests.
• PRM = Prom Dance Tickets.
• FUN = Fundraisers.
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Grouping Maintenance

• Set up Grouping Codes.
• Assign Grouping Codes to Items.
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Sales By Grouping Report 
• Item Grouping Listing – See Group assigned to Items.
• Grouping Report – See all students taking AP Tests.
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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.
• DAN = Dances.
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Reports by Dept Code
• Sales by Receipt Report – Summary by Department
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Reports by Dept Code
• Sales Summary by Item. This example selects only for 

Items in the “DIS” Department.
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Bonus Fields 
• In Item Maintenance – Additional tab.
• You can determine a separate Bonus Label for 

each Item – “Guest.”
• Bonus field can be Customer number if you 

want to do a Customer Lookup at time of sale. 
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Bonus Fields

• 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. 
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Reports that display Bonus Field
• Sales by Item/Customer.
• Sales by Grouping Report.
• 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
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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.
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Master Audit Report
This sample report is sorted by Item Number.
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Hours Reporting 
• Uses the “Hours Tracking” Item Types.
• Designed to report number of hours spent doing 

something or hours due.
• Use standard Customer Form Letter Maintenance to 

design letters.  Print Hours Form Letters from 
Reports/Volunteer Hours Tracking menu.

• 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.
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Vehicle Reports
• This is a great report for staff who patrol the 

parking lots.
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Equipment Tracking Reports
• Modules/Equipment Tracking. 
• Helps reduce bad debts from Sports Equipment losses.
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FundRaiser Reports
• Revenue Potential Report – shows net profit 

(estimated and actual).
• FundRaiser Breakdown Reports – by Student and by 

GL Account.



CONNECTIONS 2007

Donation Reports
• Reports/Donation/Tax Credit Reports.
• Sort by GL Account, Item 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!
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Donation Reports
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Let’s Walk Through It!
Or

Questions & Answers


