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Agenda
• System Startup Checklist
• Setup options
• Importing student data
• Customer Maintenance
• Item setup
• How to make a sale
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Setup Options
• Go to Management, Customize, School 

Settings.
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System Startup Checklist
• Set up POS Equipment.  Test it!
• Create your school in School Maintenance.
• Customize options in School Settings.
• Set up or Import your GL accounts.
• Import/Set up your Customers.
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System Startup Checklist
• Set up your Items.
• Set up security for your system. 
• Start selling!
• Whenever you make a deposit at the bank, 

do a Closeout in Tracks.
• For a more detailed checklist, see Chapter 1 

in Tracks Help.
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Importing Student Data
• Get the Student Data file in the correct 

formation (see Tech Tip #116 on our 
website).

• Use Dr. Download only one time a year.
• Throughout the year, use Student Update 

Utility.
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Importing Student Data
• Map the fields 

for your 
student data.
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Customer Maintenance
• View or edit 

customer 
data in 
Customer 
Maintenance.
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Creating Items

• In Item 
Maintenance

• Required:
• Item Number
• Description
• Type
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Creating Items
• Enter pricing 

on the Levels 
tab.
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Making a Sale
• Make sales on the Work Screen
• Simple sale:

• Bring up a customer
• Bring up an item
• F9 to print a receipt and complete the 

sale
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Making a Sale
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Closeout
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Let’s Walk Through It!
And 

Questions & Answers


