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Agenda

e Shortcuts on the Work Screen

« More Timesavers

 Mistakes with Debts and Payments

 Fixing Other Miscellaneous Mistakes
 Mistakes that can be Corrected Without a Sale
« Stopping Mistakes Before They Happen

« Tracks Help as a Resource
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Shortcuts on the Work Screen

MOSt Important RUI@ — F2 Return to Menu.
Whenever possible, use F3 | item Lookup.
the keyboard — NOT the F4 Clear Screen.

F5 Delete Detalil Line.
mouse! F6 | Edit Detail Line.
F7 Edit Sales Tax Amount.

F8 Customer Lookup.

F11 | Options — more buttons.
F12 | Fash Cash Sale.

Function Keys are Great!




Shortcuts on the Work Screen

F11 Option Keys — use the
button or type the letters.

T Options E|E|@

LI i LastItem

.........................

SUMDRY | Sundry

P Faozt/Pre-Payments

RF Reprint last receipt

AL Add a Mew Customer

EOD E quipment Clut

R, Return All Eq for Cust

JC Comment Line

RO Reprint Old Receipts
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LI Sell Last Item.

SUNDRY | Print Sundry Receipt.

P Post Payments/Pre-
Payments.

RP Reprint last receipt.

AC Add a New Customer.

EO Equipment Out.

RA Return all Equipment
for Customer.

IC Comment Line.

RO Reprint Old Receipt.




Shortcuts on the Work Screen

F9 Print receipt and complete

More Buttons. Lo

Display Customer History.

LC Load Last Customer on
screen.

NOTE | Access Notes for this
Customer.

R Return.
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Shortcuts on the Work Screen

« STAR Hot Keys on the Work Screen. Each of 18

buttons can represent a different Iltem. For example,
to sell YEARBOOK, you can either....

e Click the Yearbook button.

e Press Star (Asterisk) & 1.
that is *1.

1 - %'earbook,

| SUOUNg Jels

£ - 5B Card

3 - 5B Package

4 - Donhation - Sparts

[ |
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Fast Cash Sales

« Make sales with one keystroke when it's an all
CASH sale. This is especially great to use in your
student store.

 You can set up Fast Cash sales in Management/
Customize/Workstation Settings/Receipts Tab.
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Fast Cash Options

e Options on Receipts tab.
e Allow Fast Cash F12 Sales.
e Allow Fast Cash Sales with Cust on Work Screen.
* Print Recelipt for F12 Sales.

Fazt Cazh Settings
Allow Fast Cazh F12 Sales

Al Fazt Cazh Sales with Custormer

Frint Heceipt for F12 Sales
Show Change For Fazt Cazh

&l & [&] [&
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Options on Hardware tab

Open Drawer for F12 sales

Cazh Drawer

Feceipt Printer Tvpe | Mone or Other -

.................................................................

Humher |:||: HEEE“:'I:E to I EESDJEEJ.DEEEEDJEI:E ........... E

CEM 1000
Epzon Shp TH-H2000

Cazh Drawer 8.5 = ]1 Letter

Aotivate Cazh Drawer

Open Drawer for F12 Sales ol
Allow 'C' to Open Cazh Drawer W
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Mistake #1

* You sold a yearbook on account to the wrong student.
* Reverse the sale to the wrong student — credit on account.
» Sell the yearbook on account to the right student.

Feceipt Total -90.00

[ Payrnent lv Accept I@'\ LCancel o

Item Mumber Dezcription
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Mistake #2

* You accepted a payment, but called it a “Prepayment”
Instead of applying it against the correct debit.

» Tracks shows a total balance due of zero, but the item
still shows as “DUE.”

* You need to offset the debts against the prepaid amount.

T Payments Information

901254 - Jones, Rocky Arnount Paidsépplied

Feceipt Itern Ma./Description Due | Amount Paying | Agency

0000205 10/05/06  YRBR/YEARBOOROS29 8000 o &0Q0 Qoo
0000276 02/28/07 FREPAY M'earbook payrment -30.00 -30.00 0.a0

Total &rmount 0.00
(4 _0u_ [ Cear [$ FrePay [« F3 Done| 7] Total Due 000
Tatal Paying 0.oo
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Mistake #3

« Someone changed the path for Tracks/SchoolBooks
Integration and one of your Closeouts didn’t get imported.

» Correct the Export/Import paths in SchoolBooks & Tracks.

* Go Into Tracks and Re-export the Closeout.
(Management/Special Functions/Utilities/Re-Export to

Accounting.) File Repair Utilty

ey Repair Lkiliksy

File Analysis and Repair
Session Console

Renurmber [Merge

Irmport GL From SchoolBooks

Re-Export to Accounting
i_ustomers to Price B
Fun a Progran

Reset Moved Screens
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Mistake #3 - continued...

. Select the missing Closeout and re-export.

T Re-export information to TREXPORT - Play School High School... [Z||E|rz|

Closeout Mumber ool4o az/11/07 950,00 -

‘ool4n 02/11707 25000
oolsa 01730707 25,25
0ol3s 0126707 133.00
00137  lOfl6706 2,366.25
0O0l2&  lO/05/06 ZEE.Z0 w

['ﬂ Proceed l 8 Cancel ‘a)
ZPLAY 02/28/07

. In SB, go to Import from Tracks and select the correct
Closeout, but change the date so it will import into Bank
Deposit Entry with the correct date.

-
|s Import from Tracks - Play School High School (3)

Deposit Date | 02/11/07 Barik




Mistake #4

* Your Refund Item is set to Prompt for GL!

e This is wrong! Why? You need to write a refund check for a
yearbook. If you enter the Yearbook Sales account here,
you will be taking the money out of Yearbook Sales TWICE!
The Refund Check Item should be pointing at a Clearing

Account.
Itern Mo. REFCHEK 2 Tupe Service v
Drescription Lazt Aty
LMan | Z2levels | 3 Addional |
Cuszt Reqd Cazh Only |:| Prormpt far Price Frompt GL 7
Sundry |:| Frice GL Accom
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Mistake #4 — continued...

 The Tracks receipt:

* The first line shows YRBK with a negative quantity. That
backs the yearbook OUT OF the Yearbook Sales account
and takes the student off the list.

« The REFCHK line points at a Clearing account and puts
the money INTO Temp Clearing.

[Juantity Frice
-1 0. 00

Item Mumber D escription
TEAPEOOK

Sub-Total 0o
Sales Tax oo

Total Q.00




Mistake #4 — continued...

e \Writing the refund check:

« Enter the invoice to the student and charge the Temp
Clearing account.

* When you write the check, the money will come QUT OF
Temp Clearing.

Yendor | DORENLISO :] Daren, Liza Amount EO.00

Invoice | REF277 :] Date 02/28/07 Balance 00
1. Header ] 2. Detail ]

Type Amount  * Purpoge

Auth By GL Q)
Cateqgory 3

Original Prev Rec Received Backorder Unit Cost  Tawable Rate Tax Freight
Huanfity ] % .00
Arnount .00 [ QK lundﬂl lnS l Qel J
Line Type Item [y Ol Clba Caat AT Tax Freight Tatal
— rpoze Ord Fec BO GL Account Categony
1 A& REFCHE 1 1 1] B0.00 B0.00 0.oo Q.00 B0.00

Refund YEARBOOK, 3533-00-00
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Other Miscellaneous Mistakes

* A temp came in and screwed everything up. You want to
pretend it never happened. It's only 1 day — you want to
re-enter everything — correctly.

« Restore from backup — check the Backup Log.
* You DID make a backup before you left, right?

e You set up User Codes, but can’t remember your
password.

« Call Blue Bear and we can login to get you into the
program and set up a new password. *Note: If you are
not the primary user, we will need authorization from
your supervisor/principal.
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Mistakes That Can Be Corrected
without a Sale — Editing Only

* You entered a donation to the wrong Donor. Go to
Donation Maintenance and change the Donor.

e You can add lines to this receipt here too.

T Donation Maintenance - Play School High School

Cionor M

Date 205

Custorner Mumber F1433 E Cha, Stephanie

[tem Murmber DOMSPT E Dionation - Sports

GL Account 2250-00-00 O Athletic Club

Arnount 500.00

K[ <[> [ (7 _fceept [ Concel [ ¢ Dekte
Prezs to writedrewrite record ZPLAY 02/28/07




Mistakes That Can Be Corrected
without a Sale — Editing Only

 You can edit Vehicle records — enter license &
Insurance after the fact.

Custarmer Mo F1483 :] CHO, STEPHAMIE
Fermit Mo fioz
License Mo ATRG345
Stat Q)
Insurance FaRMERS
Dirivers License EZ3456
Mot

Tea 1333

b ak. CHEMY

b odel tALIBL
Calor WHITE
Receipt Ma. Q000272
Receipt Date 02411407




Mistakes That Can Be Corrected
without a Sale — Editing Only

You can edit Equipment records.

T Equipment Maintenance - Play School High School

Customer Mo, | 901244 E] Edwards, Jaime
Sequence Mo, |HELMET Iy hd
[tern Mo, HELMET Football Helrmet
Dezcription Football Helmet
lzzued Returmed
Receipt Ho. | 0000158 Receipt Mo,
Date 02411407 Date
Tirne 10:13 Tirne

Bornws Label | Tag #

Description | 754 Statuz auT -
IRIEIED [ ] corce 38 Do [ 2] ]
Save All Changes ZPLAY 02428,07
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Mistakes That Can Be Corrected
without a Sale — Editing Only

You can modify Bonus fields, GL Accounts, and
Categories.

=
T Modify Bonus/GL/Category - Play School High School

@ Fiter By Closeout Dates From | O7/01/06 To | 02/28/07
3 Filter By Closeout Mumber
Rec Mo, | 0000180 SeqMo 0om Bonus Field | GETENE R
Item Mo, | PROMD Dezcription | Prom Double GL Account | 3105-00-00
Cugtomer | 901249 Mame Cruize, Tim Clazs of 2007
Cuantity 1 ArnoLint $20.00 Cateqory mlﬁ 4
_[[;;-"'I Cancel ]
Rec Mo | Se... | Item Mo Desc Cuztomer M arne | Huartity | Bonus GL Account | Category |~
noooiya o002 TSHIRT . T-SHIRT <L RE... 901253 Banu, Bella 1 2810-30-00
oooois0 0001 PROMD . Prom Double 01249 Cruige. Tim 1 Katie Holmes  3105-00-00
aooo1sl 000t IMTER L. Internet form a01255 Boge, Sandra 1 4250-40-12
noooisz 0001 YRBE L. YEARBOOK 0508 13228 Sanders, Suzan 1 4105-40-00
noootes  ooot YRBE . YEARBOOK 0507 45000 b artin, Carolyn 1 4105-40-00
noooigd4 0001 YREBE .. YEARBOOK 05-08 654321 Sampletan, Susan 1 4105-40-00
anomes — onm - YERE YEABRBOMOK 0R-09 901234 Petersnn IR ] A105-A0-00
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Stopping Mistakes Before They Happen

e Check your Closeout Report BEFORE you say “Yes”
to update. Do not update a Closeout Report that is
wrong.

e Count your cash BEFORE doing a Closeout.

e You can turn Cash Count on or off. (Management/
Customize/School Settings/Closeout 2 Tab)
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Stopping Mistakes Before They Happen

Protect yourself from posting current work to a PRIOR YEAR

school.

 Make the school Read Only. (Management/Customize/School

Settings/Integration Tab)

* Change the Prior Year desktop to a different color — RED is

---- PCR Export ta Daughter
---- PCR Impaort fram D aughter

nice and bright!

---- |mport From RewTrak
Cuszstomer Menu
---- Cuztomer Maintenance

---- Cuzstomer lnguiry

Desktop Color For This School |Red

Ol - - Export to D aughter
Ol - - Irnpiart from O aughter
L] b W Irmpart From RewTrak

Ol - - Custarner [nguiry -

Meon Green

Rayal Blue
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Stopping Mistakes Before They Happen

* Use ZPLAY Play School data to try new things and figure
out how to do something rather than experimenting with
your real data.

* Protect yourself from the mistakes of others. Set up User
Codes and Menu Security. Don’t share your password.

 Make a backup every single day. And it’s best if you
make the backup to a removable device. It's the best
Insurance you can have to protect your data.
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Let’s Walk Through It!

Or
Questions & Answers
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