
Tracks – T7

Managing Your 

Student Store



Agenda

• When students do the selling

• When you have to sell FAST

• Sundry Items

• Managing your inventory

• Other Item reports

• Other thoughts



When Students Do the Selling
• Always assign & use User Codes. 

• Tracks knows who made each sale. 

• Force users to change passwords.

• Management / System Security / User 
Group Maintenance.



When Students Do the Selling
• Use Menu Security. Management / System 

Maintenance / System Security / User 
Group Menu Security.

• Only allow access to the Work Screen.

• Or deny access to:
• On Account Sales

• Payments on Account

• Customer Info



Fast Cash Options
• Management / Customize / Workstation 

Settings.

• Fast Cash Sales – when it’s an all CASH 
sale. 

• Options for receipt printing and cash 
drawer (on Hardware tab).



Show Change for Fast Cash

• Displays this popup.

• Requires at least two additional 
keystrokes.



What’s NEW with Star Buttons?

• They are User Specific!

• Student Store has their items.

• ASB office has their items.

• There are more of them!

• Five tabs and you name them.

• 10 buttons on each tab. 



Star Buttons on Work Screen

• Management / System Maintenance / 
Star Button Maintenance

• Star Buttons on the 
Work Screen

• Use Mouse or Keyboard

• Type - *XX

• Why use them?  Speed!



Star Buttons – User Specific
• New button setup options:

• Unique - Set up buttons for one user 
from scratch (or load from a template 
and modify).

• Template – set up for many users.



Star Buttons – User Specific
• New User Code Options.

• Choose Star Button Type.

• If a pre-set Template, choose 
Template Code.



Selling Items Quickly

• To sell multiple items, use “3 X Item” –
Tracks will enter a Quantity of “3” for this 
Item.

• Don’t use your mouse.  Use keyboard 
shortcuts instead.

• Use your scanner. 



Using Sundry Items

• In Item Maintenance, mark the Item 
SUNDRY.

• Sundry items that are sold with non-
Sundry items are printed on individual 
receipts together with the other items.



Using Sundry Item Option

• Prints one receipt for all Sundry items at 
end of day instead of individual 
transactions for each sale.



Managing Your Inventory
• Use matrix items for sizes of clothes and 

flavors of sports drinks. 

• Include on Physical Count Worksheet. 

• Print Physical Count Worksheet and count 
the number of items you have in stock. 
(Reports / Item Reports / Physical Count 
Worksheet.)

• Adjust the quantity on hand field on each 
item to accurately reflect your count.



Managing Your Inventory

• If you order Tracks Items using 
SchoolBooks purchase orders, the 
program will update the quantity on hand 
in Tracks when you receive the invoice in 
SchoolBooks.

• For further information please see our S6: 
Encumbrances, POs and Invoices 
breakout session. 



Item Valuation Report
• Reports / Item Reports / Item Valuation 

Report.

• Shows the total value of your inventory.

• Sort by Item #, Description, Department, or 
Grouping Code.



Item Reorder Report

• Reports / Item Reports / Item Reorder 
Report.

• Print the Item Reorder Report to see 
quantities to order.

• Sort by item or department.



Other Thoughts

• Maintain multiple cash drawer inserts for 
easy switching.  

• Get lids for them & keep them ready 
with a pre-counted opening bank. 

• Leave empty cash drawer open at night. 

• With a robbery attempt, if it’s already 
open, they won’t hurt it.



Other Thoughts

• Set up Item numbers that make sense for 
you!  

• Track sales of carrots & celery 
specifically.

• Or set up an item called VEGGIE50 
(Veggie for $.50).

• Think about your Closeout options.

• One big Closeout for the day.

• Workstation-based Closeouts 
throughout the day.



More NEW tricks for your Store

• NEW! Card Present Sales.

• NEW! Option for “Allow sales to 
customers with a balance due” in Item 
Maintenance. 

• NEW! Matrix Breakdown on a new 
Matrix Sales Item Report subtotals of 
sales for Matrix items.



Let’s Walk Through It!

Or

Questions & Answers


