
General Interest – G2

Activity Directors –

Mini Round Table



Agenda

• Managing Student Fees and Collections

• Reports showing Balances Due

• Vehicle Reporting

• Donation Reporting

• Reports and Inquiry for Advisors

• Fundraiser Reporting

• Using Tracks Creatively



Managing Student Fees

• Getting debts into Tracks – library fines, 

participation fees, fundraiser money.

• Enter manually.

• Enter list using Import Manager.



Using Import Manager



Balance Due Reports

• Reports / Sales Reports

• Sales by Item/Customer with A/R option –

shows amounts due.



Balance Due Reports

• Sales by Item/Customer with History 

Description and A/R – shows description 

and amounts due.



Balance Due Report

• Reports / Customer Reports



Vehicle Tracking

• You can sell or issue free parking permits 

to capture information about vehicles on 

your campus.

• Print Vehicle Reports for staff who patrol 

parking lots.



Vehicle Tracking

• Choose 

“Vehicle”

type.

• Have one 

item or 

multiple 

items.

• PARK for 

students.

• PARKSTF 

for staff.



Vehicle Reporting

• Reports / Customer Reports / Vehicle 

Report

• Sort by Customer Number, Customer 

Name, Permit Number, or License Number



Donation Reporting

• Option to print 8 ½ x 11 donation letter to 

report printer at time of sale with receipt.

• Donation reports by GL Account, by Item, 

by Donor – summary or detail.

• Donation Form Letters at any time – to 

thank contributors and ask for more money 

too!



Donation Reporting

• Reports /  Donation Reports / Donation 

by GL Report



What about Club Advisors?

• They need monthly reports. 

• Keeps advisors current.

• Helps prevent fraud. 

• Which reports?

• SB Encumbrance Report – shows 

current activity and open POs & Invoices.

• Balance Due Reports for their Items.

• SB Category Detail Reports.



Category Detail Report



Vendor Maintenance
• Paid Invoices tab – shows invoices paid & 

drills down to invoice detail.



Check Lookup

• Reports / Vendor Reports / Check Lookup

• Check Lookup – shows all invoice detail 

and date check cleared the bank.  



Fundraising Reporting

• FundRaiser Breakdown Report shows 

summaries by GL Account and Customer.

• Revenue Potential Report shows projected 

and actual profit and loss.



Fundraising Reporting
• Modules / FundRaiser / Reports / Revenue 

Potential Report



FundRaiser Breakdown Report

• Shows GL Account and Student detail.



Collect for Lost Sports Equip

• Modules / Equipment Tracking



More Uses for Tracks

• Keep track of tardies – use Hour 
Tracking. 

• Count ballots – set up an Item for each 
candidate.  Print bar coded ballots you 
can scan for the count.

• Ticket sales on a roll – enter ticket 
number when you issue and return the 
ticket roll.  (See Tech Tip 130 – Tracking 
Ticket Rolls.)

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



Let’s Walk Through It!

Or

Questions & Answers


