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, School Cash Catalog
How to Manage Items

School Cash Catalog offers several methods to manage existing items. The ability to manage items will alter
depending on:

€ If the item has been attached to students

€ If the item has been purchased

Note: Once saved any edits will be reflected in both School Cash Online and School Cash Register.

1. Item Management Features

Items must be created in the School Cash Catalog!

Eagle High Schoal
School Cash

List of Items
Active [z] [2om1z012 [] |an x| = B m
L] o (c) (0] LE ]

Item Name

(200 0 (7 s )
0G0 0 0 © OO

School Cash Catalog View items— Display

Features:

A. Status Filter: Defaults to “Active”. Displays a list of active items. Filter
options include: Active, Expired, Deleted, Not Attached

B. School Year Filter: Defaults to current school year. Filter will display a list of
previous school years that have School Cash Catalog Items.

C. Available To Filter: Defaults to “All”. Filter will also display “Only Public”,
“Exclude Public”.

D. Quantity Available Filter: Defaults to “All”. Filter will also display “Low Stock”, “Sold
Out”*. *under development
NOTE: This option will only apply to items that have been
created to include a “Quantity Available” amount.

E. Search: Allows user to search for a specific item.
NOTE: Partial name searches can be used here.

F. Edit: Opens selected item in edit mode. *Some conditions will
apply to the ability to edit the selected item.

G. Attach: Allows the user to Attach students to the selected item.

See School Cash Catalog How to Attach Students to Items
documentation.
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H. Expire Now:

l. Delete:

J. Manage Attachments:

K. Refund:

L. Copy:

© KEV Group Inc.

Allows the selected item, to be “expired”. *Some
conditions will apply.

Allows the user to delete the selected item. *Some
conditions will apply.

Allows the user to manage the student attachment for the
selected item.

Allows the user to issue a refund for the selected item.
See School Cash Catalog How to Process a Refund
documentation.

NOTE: Refunds can only be issued for items purchased
through School Cash Online, using this option.

Allows the user to copy the selected item. All features of
the item are copied using this option.

NOTE: Name of the item must be edited and required
students attached.
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2. Edit An Item That Has Not Been Purchased

This is the most common type of item management. Any item that has not been attached to students
and/or purchased is totally open to all edits. Any edits will be reflected in the item display in both School

Perfect when item information needs to be edited!

Cash Online and School Cash Register. NOTE: Any edits must be saved.

The most common type of edits include:
© Corrections to the item name or description

Changes in Start and/or End dates

©
© Changes in Category information (Selected Category or price)
©

Changes in Option information

School Cash

Eagle High School

List of Items

Active

iv] 20112012 [5] an

Item Name

Grade 10 Field Trip to Science Museum 1

Yearbook

© KEV Group Inc.

3 items found

g a

Spirit Hoodies

Amount:

School:

Bank Account:

Start Date:

End Date:

Available to Public:
Recurring Payments:

Manage Attachments

Show your school spirit by purchasing a Spirit Wear Hoodie!

$30.00

Eagle High School

Eagle High - School Funds
Jan 01, 2013

Apr 30, 2013

No

No

Students Attached:
Purchased By:

815
0

Total Made Available:

Limit Per Person:
Quantity Sold:
Options:
Choices:

Created:
Last Modified:

School Cash Catalog— How to Manage ltems (05/13)

Unlimited
1
0
2
6

Mar 27, 2013
Apr 28, 2013

School Cash Catalog View Items — Display

New ltem




School Cash

Eagle High School

Create a New Item

Name: *

Description:

Year: *

Bank Account: *

[spirit Hoodies

[Shaw your school spirit by purchasing a Spirit Wear Hoadie!

@ 2011/2012 @) 2010/2011 & 2009/2010

@ Eagle High - School Funds

Effective From: * [tr272012 | & [ar30r2013 |E
Start Date End Date
Send Reminder Email: Dl:l
Send Date
Quantity Available: Unlimited? 2
Limit Per Person: * 1 Unlimited? [
Available to Public? =]

Recurring Payments?

[

Add Category ©

Category Name Category Number Amount N/A N/A o
School Activities 05000000.00 520.00
Add Option
Option Name Category Name Category Number N/A N/A Min/Max Choices e
Size Schoal Activities 09000000.00 Betwesn 1 and 1 choices [-]
Add Choice
Hame: Small Cost: 50.00 Cost Recovery: 50.00 Total: 50.00 |E@E
Name: Medium Cost: 50.00 Cost Recovery: 50.00 Total: 50.00 |@ &
Name: Large Cost: 50.00 Cost Recovery: 50.00 Total: 50.00 |E@E
Colour <ehool Activities 29000000.00 Between 1 and 1 choices [-1-1
Add Choice
Name: Red Cost: 50.00 Cost Recovery: 50.00 Total: 50.00 |E@ &
Name: Black Cost: 50.00 Cost Recovery: 50.00 Total: 50.00 (A&
Name: Blue Cost: 50.00 Cost Recovery: 50.00 Total: 50.00 |EH &

Add Picture

Add Permission Form

School Cash Catalog Item Edit — Display

Features:
A. Open text field: Any information can be edited in an open text field.
Remember that the description field has room for 4,000

characters.

Click Edit Pencil to open a selection field

Any edits must be saved

Click Delete icon to deleted any selection

Click OK in warning dialog box to complete the deletion

B. Selection Field:

C. Selection field:

D. Save: Click Save to save any edits
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How to Edit an Item That Has Not Been Purchased

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the

My School Store group
2 KEVgroup Main Menu Log Out
School Cash Eagle High School - Student Activity Funds -
Income Activities Expense Activities General Activities
Deposits/Receipts Issue Checks - Disbursements Ledger Inquire
Cash/Checks YTD Itemized Change Funds - Cashbox Journal Entries
Non Sufficent Funds Purchase Orders Reconciliation
Transfer Entries
My School Information My Reports My School Store
Category (Chart of Accounts) #2 Detailed Category Summary If:.\'."u“.‘u' Cash C 373'.’)0,J

raphics Scho

Cash Register
gram Maintenance #5 Overview Umbrefia Category School Cash Online
r/Vendor Maintenance

Summary
#10 Tnal Balance
#11 Transaction Reports
Varnous
Reports

School Cash Main Menu — Display

Step 2: Select required Item from List of Items (For this example: an attached item that has not been
purchased will be used.)

Step 3: Click Edit

Step 4: Edit Text Fields

Click inside any basic text fields to make any necessary changes
Save changes

: Name: * Spirit Hoodies
Description: Show your school spirit by purchasing a Spirit Wear Hoodie!
School Cash Catalog Basic Text Fields — Display
Step 5: Click Edit Pencil to open any edit any selection fields
B3 224 category *
Category Hame Category Mumber Amount HIA HIA e
Inestments 0000S000.00 530.00 [-]

School Cash Catalog Selection Fields — Display

Make any necessary changes
Click Save Category
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(=] Modify an ltem Category IZI

Category: |Investments * | |00003000.00 -
Red Cross Club p
N/A: Registration

Reserve for Investment

N/A: - School Climate
Amount: SAE
Sales Tax
School Activities =
Science Save Category

Science Club W104

R, X @

School Cash Catalog Category Information Edit — Display

Add Category *

Category Name Category Number Amount N/A N/A

School Activities 09000000.00 $20.00 a

School Cash Catalog Edited Category Information — Display

Step 6:  Click Add Category icon to add an additional category

Add Category *

sategory Name Category Number Amount N/A N/A

hool Activities 09000000.00 $30.00 =

School Cash Catalog Edit Item Add Category — Display

% Add an Item Category IZI
Category: v -
ANLUITOD ¥ LU "
N/A: Art Donation =
Athletic Trainer MW
N/A: AVID

AVID - Fundraising
Band - Fundraising

Amount:

Band Supplies

Baseball - Fundraising Save Category

Basketball

i
Barlathall - Fundrsicina fﬂ?fl

[ TS YT p— [ ]

N ————

School Cash Catalog Edit Item Add Category — Display

Select additional category, edit amount
Click Save Category
Step 7:  Delete any selection field
Click Delete option beside any selection field to delete information
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© KEV Group Inc. ~10~

Add Category ~

Category Name Category Number Amount N/A

School Activities 09000000.00 $30.00

School Cash Catalog Delete Option — Display

Click OK to complete the deletion

Add Category *

Category Name Category Number Amount N/A

School Activities Message from webpage

School Cash Catalog Complete Delete Option — Display

[ Save ] [ Cancel

g

School Cash Catalog Save Item — Display

Step 8:  Click Save to save all edits

N/A

N/A

]|
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3. Edit A Purchased Item

Once an item has been purchased either using School Cash Online or School Cash Register, the ability to
edit the item becomes limited. Only active item fields can be edited. Any fields that cannot be edited, will
either appear in “greyed” out text or the edit icons will not be displayed.

The most common edits that can be made to an item that has been purchased are:
& [tem Name
& |tem Description
© Item Start and End Date

Once edits have been completed and the item saved, all edits will appear in both School Cash Online and
School Cash Register.

Eagle High School

School Cash

List of Items

Actve  [¢] [20112012 [+] [au [] [an -] a
Item Name

Spirit Hoodies Yearbook

Yearbook

3 items found A must to have to remember your days at school!

Amount: $25.00

School: Eagle High School
Bank Account: Eagle High - School Funds
Start Date: Oct 02, 2012

End Date: Apr 30, 2013
Available to Public: No

Recurring Pavments: No

Students Attached: 815

Purchased By: 6

Total Made Available: 150

Limit Per Person: 1

Quantity Sold: 6

Quantity Remaining: 144§
Options: 0

Choices: 0

Created: Jan 23, 2013

Last Modified: Mar 26, 2013

School Cash Catalog View Items, “Purchased” Item — Display
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Features:
A. Open Edit Fields:

B. Locked Fields:

C. Selection Fields:

D. Save:

School Cash

Fields displayed in regular text are open to any required edits.
Eg: Name, Description

Fields displayed in “greyed” out text are locked to any edits.
Eg: Year, Bank Account

Selection Fields no longer display edit icon, or add field icon
Selection Fields that were not used when the item was originally
created no longer available.

Any available edits must be saved

Eagle High School

Create a New Item

Name: *

Description:

o Year: *

Bank Account: ©

Effective From: *

Send Reminder Email:
Quantity Available: *

Limit Per Person: *

Available to Public?

Recurring Payments?

o Category Name

Yearbook

© KEV Group Inc.

|‘r'earbo::|k

A must to have to remember your days at school!

@

@

[t0s2/2012 | [a/z0/2013 |

Start Date End Date

<

Send Date
150 | Unlimited? ?
Unlimited?
?

Category Number Amount N/A N/A
0001000.00 5$25.00

Save Cancel

G

School Cash Catalog Edit Purchased Item — Display
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How To Edit An Item That Has Been Purchased
Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click required item
Step 3:

Eagle High School

School Cash

Create a New Item

Name: * Yearbock
Description: A mast to have to remember your days at school!
Year:

Bank Account: *

Effective From: * [1or272012 & koo ol
Soart Dase £ Date
Send Reminder Email: | | 98
e
Quantity Available: * 1% Unlimited?
Limit Per Person: © H Unlimited?

Available to Public?

Recurring Payments?

Category Name Category Number Amount N/A N/A
Yoarbook 0500100000 525.00

Save | [ Cancel |

9

School Cash Catalog Purchased Item — Display

Click Edit
Complete any required edits
Click Save
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4. Expire an Item

Perfect for an item that should no longer be displayed in either School Cash Catalog

or School Cash Register!

The “expire” feature is available for use for items that may or may not have been purchased. Items can
expire automatically. For example: The Yearbook item has reached its end date and will be moved to the
status of expire. In addition, items can be expired manually. For example: The Ski Trip has to be cancelled
because of bad weather conditions.

When an item is marked “expired”:
© Item End Date automatically edits to reflect “yesterday’s” date
© lIs no longer displayed in School Cash Catalog
© Displays in” greyed out” text School Cash Register
© Items that have been attached as “required” when the item was originally created, will now display

as “overdue” in School Cash Online

@

Will no longer display in the active View Items list in School Cash Catalog

Any expired items, that have had some purchases will still report in School Cash Catalog

It is not necessary to either expire an item, that has no student attachment.

NOTE: Items that have passed their end date are automatically “expired”. After the end date an optional item
will no longer display in School Cash Online or School Cash Register. After the end date a required item will
display as overdue in School Cash Online and will remain in School Cash Register checkout as outstanding.

How to Expire an Item in School Cash Catalog

Step 1:

Step 2:

© KEV Group Inc.

From the School Cash Accounting Main Menu, select School Cash Catalog from the

My School Store group
Select required item

Eagle High School
School Cash

List of Items
Active [=] [20112012 [+] |au [=] [au [~ (2]
Item Name

Yearbook

Spirit Hoodies @

2 items found

Show your school spirit by purchasing a Spirit Wear Hoodie!

Amount:

School:

Bank Account:

Start Date:

End Date:

Available to Public:
Recurring Payments:

$30.00

Eagle High School

Eagle High - School Funds
Jan 01, 2013

Apr 30, 2013

No

No

Students Attached:
Purchased By:

815
0

Total Made Available:
Limit Per Person:
Quantity Sold:
Options:

Choices:

Created:
Last Modified:

School Cash Catalog Expire Selected Item —

~14~

Unlimited
1

>N O

Mar 27, 2013
Mar 27, 2013

Display
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Step 3: Click Expire Now

Bxpirs tem: Spirit Hoodses E
You are about to expire the item: Spirit Hoodies
Expiring an item will make it immediately unavailable to all optional attachments and
overdue for all required attachments. Is this what you would like to do?
Yes Expire Item
* Note: You can always edit an item to reset its start and expiration dates. @

School Cash Catalog Expire Now Warning — Display

Click Yes Expire Item

5. Delete an Item that has been not purchased

Perfect for an item that will not be used in either School Cash Catalog or School Cash Register!

Any item that has not yet been purchased can be deleted. Example: An item for Spirit Wear was copied from a
previous year, but now the school will not be selling spirit wear, the item can be deleted. . It is not necessary to
either delete an item, that has no student attachment.
Deleting an item will:

© Remove the item from both School Cash Online and School Cash Register

© Remove the item from the School Cash Catalog “Active” item display

©  Will remove the item from any School Cash Catalog reports

How to Delete an Item in School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group

Step 2: Select required item

Step 3: Click Delete

Delete ltem: Spirit Hoodies IZ'

You are about to delete the item:Spirit Hoodies

Yes

g

School Cash Catalog Delete Item Warning — Display

Click Yes
© KEV Group Inc. ~15~ School Cash Catalog— How to Manage ltems (05/13)



6. Delete an Item that has been purchased

Items that have been purchased either through School Cash Online or School Cash Register cannot be deleted. It is
not necessary to delete an item that has no student attachment.

How to Delete an Item in School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group

Step 2: Select required item

Step 3: Click Delete

x|

This item has already been
purchased. You cannot delete this
l L item.

g

L e e Y T

School Cash Catalog Delete Warning — Display

Click OK in the warning dialog box

NOTE: In this situation the item will need to be expired rather than deleted.

© KEV Group Inc. ~16~ School Cash Catalog— How to Manage ltems (05/13)



7. How to Manage Student Attachments

Perfect tool when student attachments need to be modified!

After a School Cash Catalog item has been attached to students, it is possible to modify the attachment.
For example: A Ski Trip item attachment could be modified to exclude a student that has a broken ankle.

Manage Attachments includes the ability to:

© Create a new attachment (additional attachment)

© Edit an Existing attachment (For example: A Ski Trip item attachment could be modified to
detach a student that has a broken ankle.)

© Delete an existing attachment (For example: A text book item was assigned to the course.)

Eagle High School
School Cash

@ Edit Attachments for Item: Ski Trip

Features:

A. Iltem Name:

B. Item Description:

C. Create a New Attachment:
D. Attachment Details:

E. Edit:

F. Delete:

o

G Attachments for this item:

(' Il Course: BUS101-01 Jones, Mr.

© KEV Group Inc.

Created: 12/18/2012

Students Attached: 21
Purchased By: 0
Attached As: Optional

School Cash Catalog Manage Attachments— Display

Displays Selected Item Name (no edits allowed in this screen)
Selected Item Description (no edits allowed in this screen)
Click New Attachment to attach additional students to selected item

Includes: date when attachment was created, type of attachment,
number of students attached, number of purchases, attachment type)
Allows existing attachment to be modified (eg: a student can be deleted
from the attachment)

Deletes the selected student attachment from the item

~17~ School Cash Catalog— How to Manage ltems (05/13)



How to Edit an Existing Student Attachment School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group

Step 2: Select the required item from the View Items display
Click Manage Attachments
Click Edit

Eagle High School

School Cash

IEW ITEMS = CREATE ANEW ITEM | STUDENT ATTACHMENTS | GROUP IMPORT | REPORTS

Edit Attachments for Item: Ski Trip

Attachments for this item:

Created: 12/18/2012
Students Attached: 21
Purchased By: 0

Attached As: Optional

g

School Cash Catalog Manage Attachment— Display

Cagle Migh School
School Cash

Edit Attachments for Item: Ski Trip

Attachments for this item: | New Atlachment

Couryee: BUSTOT-O1 Joows, My,

Created; 121872012
Students Attached: 2
Purchased By: 0

Attached As Optionsl

Detached (0)
erson Samanche
s, Miehess - 8344

* L denotes the student has purchased the ftem and camnot be detached or deleted

Save Cancel

School Cash Catalog Student Attachment— Display
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Step 3: From the Attached Student list on the right, select the student that is to be detached from the

item
Click the single detach arrow that points to the left

Attachments for this item:

Course: BUS101-01 Jones, Mr.

Created: 12/18/2012
Students Attached: 2
Purchased By: 0

Attached As: Optional

Detached (0) Attached (21)
Anderson, Samantha - 10151 |
Belisle, Ruby - 627

»

+

m

Benjamin, Melissa - 8244
Bruneau, Monique - 1145

E|

Deibert, Emma - 17527
Drost, Aidan - 8262
Eggleton, Chase - 17511
Elliott, Aaron - 17514
Fulton, Julie - 9288

* - denotes the student has purchased the item and cannot be detached or deleted

School Cash Catalog Detach Students— Display

Step 4: Click Save
Attachments for this item:

Course: BUS101-01 Jones, Mr.

Created: 12/18/2012
Students Attached: 21
Purchased By: 0

Attached As: Optional

Detached (1) Attached (20)
™ | Belisle, Ruby - 627 il
Ral Benjamin, Melissa - 8244

o T e Meriaue - 1145

| Deibert, Emma - 17527

Anderson, Samantha - 10151

m

Drost, Aidan - 8262
Eggleton, Chase - 17511
Elliott, Aaron - 17514
Fulton, Julie - 9288
Grahn, Quinten - 8202

* - denotes the student has purchased the item and cannot be detached or deleted

g

School Cash Catalog Completed Detach Students— Display

NOTE: Detached students will display in the panel on the left and remaining attached students

will display in the panel on the right.
To detach multiple students: select the first student in the attachment list, hold the CTRL key

to select additional students.
Students who have already purchased the item, are marked with an asterisk (*) and cannot be

detached.

© KEV Group Inc. ~19~ School Cash Catalog— How to Manage ltems (05/13)



How to Delete a Student Attachment School Cash Catalog

It may be necessary to delete a student attachment. For example: A field trip has been cancelled. Deleting
a student attachment will cause the item to no longer be displayed for the attached students in School
Cash Online and in School Cash Register. The item itself becomes Not Attached and could be used again in
the future. It is not necessary to either expire or delete an item, that has no student attachment.

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group

Step 2: Select required item from View Items list
Click Manage Attachments
Click Delete

Eagle High School

School Cash

CREATE A NEW ITEM STUDENT ATTACHMENTS

Edit Attachments for Iltem: Ski Trip

Attachments for this item:

Created: 12/18/2012
Students Attached: 21
Purchased By: 0

Attached As: Optional

g

School Cash Catalog Delete Student Attachment— Display

How to Add a New Attachment to an Item in School Cash Catalog

It is possible to add an additional attachment to an item. For Example: The field trip has been opened up

to an additional class.
Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the

My School Store group

Step 2: Select required item from View Items List
Click Manage Attachment
Click New Attachment

Edit Attachments for Item: Ski Trip

Attachments for this item: | New Atachment

Coursa: BUS101-01 Jonas, Mr. ,h-
Created: 121872012

Students Attached: 21
Purchased By: L]
Attached As: Optional
Ea 3

School Cash Catalog Add New Attachment— Display

© KEV Group Inc. ~20~ School Cash Catalog— How to Manage ltems (05/13)



Select the required type of attachment

Eagle High School

School Cash

Create Attachment: Yearbook

Attach Item As:

@ Optional @) Required
Comment:
Attach Item To:
All Students @ Grade @ Course @ Hoemeroom @ Group @ Individual Students
School Cash Catalog Attachment— Display
Click Attach

8. Copy An Item An Existing Iltem

Perfect way to save time creating items!
Many items are repeated from year to year or week to week, copying these types of items is a huge time
saver. Items that have expired or have been deleted may also be copied.

After an item is copied it is still necessary to:
& Edit the item name

NOTE: An item that has been copied will include the word “COPY” in the Item Name
© Attach students

How to Copy an Item in School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Select required item
School Cash
List of Items
Acwve ol 1012 &l M o M .
e ) ) (S (22 ) O

dadclncor, Grade 10 Field Trip 1o Science Museum ‘J

cated w29, 201
e ,,

School Cash Catalog Item Selected to be Copied — Display
Step 3: Click Copy

© KEV Group Inc. ~21~ School Cash Catalog— How to Manage ltems (05/13)



School Cash

Eagle High School

/IEW ITEMS

NEW [TEM | STUDENT ATTACHMENTS | GROUP IMPORT | REPORTS

Name: *

Description:

Year: *
Bank Account:
Effective From: *

Send Reminder Email:

Quantity Available: *
Limit Per Person: *
Available to Public?

Recurring Payments?

BB Add Category
Category Name

Field Trips
E32dd Option
B3 1 picture

B3 2dd Permission Form

Step 4:
Step 5:

Step 6:

Create a New Item

”Gmde 10 Field Trip to Science Museum COPY.

[Science Museur Field Trip will depart school on Wednesday Apr. 17, 2013 at 830 ~
AM. Students will retum to school by 345 PM. Cost of trip includes admission  ~

® 2011/2012 © 2010/2011 © 2009/2010

Create a Hew Item

@ Eagle High - School Funds

e Gracte 11 Posk) Trip 80 Seamen Mhanarm
12672013 | & [srer20nz |
Start Bate EndDate Bwaeription: -
Sendate
Unlimited? "
i Unlimited? [ [T ——
] Efeciive From: *
oz
Sandd Rawmindier Email:
Cusneiy desiissle:
Category Number Amount NA  NA
L Far Farsas: ] Uied g
0500000000 s0.00

Axailsbls ba Publich

brcurring Fapmania?

BB s ot

Ctagery Mama Category Mumier o W LY

- e L -]
[ s Opticn

I 22 et

B 524 Poemtsion Form

School Cash Catalog Copied Item Edited — Display

Make any necessary edits. Be sure to edit the item name to delete the word “COPY”

Click Save

Eagle High School

School Cash

ENT ATTACHMENTS | GROUP IMPORT | REPORTS

List of ltems

All

Active [=] 20m202 [-] A

a

Item Name

Bz (WEE D SRl EETD Grade 11 Field Trip to Science Museum

Spirit Hoodies
Science Museum Field Trip will depart school on Wednesday Apr. 17, 2013 at

8:30 AM. Students will return to school by 3:45 PM. Cost of trip includes

admission and a box lunch. Students must bring a note bock and pen or

‘Yearbook
4 items found

pencil. Cameras and cells phones are not allowed in the Science Museum.

Amount: $20.00

School: Eagle High School
Bank Account: Eagle High - School Funds
Start Date: Jan 16, 2013

End Date: May 08, 2013
Available to Public: No

Recurring Payments: No

Students Attached: 0

Purchased By: 0

Total Made Available: Unlimited

Limit Per Person: 1

Quantity Sold: 0

Options: 0

Choices: 0

Created: May 01, 2013

Last Modified: May 01, 2013

School Cash Catalog Student Attachment Necessary — Display

Attach students as necessary
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9. Filter the View Items Display

The list of items displayed in School Cash Catalog can be managed by using the available filter options. By
default the View Items display, lists all “active” items. If the list is very long, page turns will be displayed at
the bottom of the active item list. To see the item details, select the item from the list on the left side of
the window. The item details will be displayed on the right.

To alter the display, click the down arrow to right of the filter option and select another option from the
list.

Eagle High Schoal

School Cash

List of Items

(4] o (C] o 0o
Active =] [20112012 [3] [a [=] [an =] m

School Cash Catalog Display Filter Options — Display

How to View All Items in School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click pick list down arrow to right of “Active” filter

Select All from filter options

Engle High Schoal
School Cash -,

List of Items

Al

i| 20112012 [=] [ [=] [an [+] [Eagle High Schaol -] 2] m
Aty
Expgb
Cralal

Mot Aiached ete | Manage Attachments | Refund Jf Copy |
11 Field Tl M ‘s .
Grade ield Trip to Sclence Museum 5p1r1t Hoodies
Grade 10 Fleld Trip to Sclence Museum
. Shows your school spirit by purchasing a Spirit Wear Hoodie!
Spirit Hoodies
Amounit: 530.00

School Cash Catalog All Items Filter— Display
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Cagle Migh Schos!
School Cash

List of Items

Item Name
e e [ (R O X B
Geade 11 Fiedd Ty 5 S v Sp!ﬂ' v s
t Hood
Leade 10 Fetd Trip 1
. Schund ¢ g & SphIT Wear Moodhe
Aok Ageodas
Cagle 1gh Schaot - Donetios Amount $30.00
Ohlo State Baskatsalt Trip School Lagle Migh School

High - School Funds
Stn March

Start Date Jan OF, 2013
St O Mavy O9, 2013
Cowrty Wide Croms Country Mewt 2011/704) No

No
Spirit ear Vest 0
Przza Day (Fri. Fed 701 0
< - ~ Unlinmited
Laptop Puschase 201172012 1
Crpmy Recral 0
Winter Concest 2091/2012 £
6
Created Moy 08, 2013
Last ModiNed Moy 08, 201)

School Cash Catalog All items— Display

List of all items will display.

NOTE: List of Items displays 20 items at a time, it may be necessary to use the page turns at the
bottom of the list to see additional items.

How to View Expired Items

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click pick list down arrow to right of “Active” filter

Select Expired from filter options

Eagle High School

School Cash

List of Items

Expred  [+] 20112012 [+] |an

[=] an

[=] |Eagle High School [-] a

Spirit Hoodies

1 Field Trip to Science Museum

Grade 10 Field Trip to Science Museum

Showr your school spirit by purchasing a Spirit Wear Hoodie!
Dance-a-Thaon

Amount: $30.00

School: Eagle High School

Bank Account: Eagle High - School Funds
Conrt Maknas lam A4 2043

School Cash Catalog Expired Items Filter— Display

List of all expired items (items that have passed their end date) will display.
NOTE: List of Items displays 20 items at a time, it may be necessary to use the page
turns at the bottom of the list to see additional items.
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How to View Deleted Items

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click pick list down arrow to right of “Active” filter

Select Deleted from filter options

Eagle High Schoal
School Cash ] _ ] _ ] ]

List of Items

Deloted  [=] [20mzm12 [=] (aa [=] [=] Eagio High Schoot [=] m
]

Acthoe

Expifad

Wt Atached it | attach | Expire tow J Delece J wanage attachments J Refund J Copy |

County Wide Cross Country Race

Pizza Lunch - Friday, lan 25tk

o Once sgaln this year we will hold & county wide cross country race. The race
School dctivity Fee 520 .
ate i3 3ot For May Ind with & rain date of May Jrd. Entrance fises are

L17.00. Specaton tickets are 53,50, There iz a maxium of 2 specator tickets

School Cash Catalog Deleted Items Filter— Display

List of all deleted items will display.

NOTE: List of Items displays 20 items at a time, it may be necessary to use the page
turns at the bottom of the list to see additional items.

How To View Items That Have Not Been Attached To Students In School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click pick list down arrow to right of “Active” filter

Select Not Attached from filter options

Eagle High School

School Cash

List of Items

Not Atached[] 20112012 [7] ‘an =] A - a
Al
Active
Expired
Deloted t Explre Now lete
Not Altached  Trip to Sclence Museum m txpire No Delete
Sci{ighgendas Grade 11 Field Trip to Science Museum
Ea igh School - Donation
Science Museum Field Trip will depart school on Wednesday Apr. 17, 2013 at
Gym Rental

O.IN AN Caa

Soins & Beaad b DL AR NUE St okl bl baleidns

School Cash Catalog Not Attached Filter— Display

List of all items that do not have student attachments will display.

NOTE: List of Items displays 20 items at a time, it may be necessary to use the page
turns at the bottom of the list to see additional items.
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How To See Items From Previous School Years School Cash Catalog

Perfect when an old School Cash Catalog needs to be viewed!

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click pick list down arrow to right of “School Year” filter

Select required school year from filter options

Eagle High Schoal
School Cash o : .

List of |tems

A =] 21012 [ e =] - a
201172012

Item Name |20092010

School Cash Catalog School Year Filter— Display

List of all items from selected school year will display.

NOTE: List of Items displays 20 items at a time, it may be necessary to use the page
turns at the bottom of the list to see additional items.

How to View Public Facing Items School Cash Catalog

Perfect when Public Facing items need to viewed!

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click pick list down arrow to right of “Public” filter

Select Only Public from filter options

Eagle High School
School Cash ‘ : .

List of Items

Al =] 20112002 [+] A B Al

All

L]

2
Exclude Public
i b Sk

Grade 10 Field Trip to Sclence Museum

Item Name

Manage Attachments

Grade 11 Field Trip to Science Museum

School Cash Catalog Only Public Filter— Display

List of all public facing items will display.

Note: List of Items displays 20 items at a time, it may be necessary to use the page
turns at the bottom of the list to see additional items.
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How To View Items That Are Not Available To The Public In School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click pick list down arrow to right of “Public” filter

Select Exclude Public from filter options

Eagle High School
School Cash , :

List of Items

| | — | — a
Al
Only Public

Item Name Exclude Public

c-mumampwsammiu'é [ Eaie f aach fe Delet

Grade 10 Field Trip to Science Museum Grada 11 Field Trin ta Science Misaim

School Cash Catalog Exclude Public Filter — Display

List of all items except those available to the public will display
NOTE: List of Items displays 20 items at a time, it may be necessary to use the page
turns at the bottom of the list to see additional items.

How To View Items That Are In Low In Stock In School Cash Catalog

Perfect way to monitor Quantity Available!

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group
Step 2: Click pick list down arrow to right of “Stock” filter

Select Low Stock from filter options

Eagle High School
School Cash : ‘ ¥

List of Items

Al =] 20112012 [3] [an [] [an = a2
Al

Item Name Sold Dut

e et o e WL T

School Cash Catalog Low Stock Filter— Display

List of all items that are low in stock will display.
NOTE: Quantity Available field must be used for items that “track” stock.

List of Items displays 20 items at a time, it may be necessary to use the page turns at the
bottom of the list to see additional items.
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How To View Items That Are Sold Out In School Cash Catalog
Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group

Step 2: Click pick list down arrow to right of “Stock” filter
Select Sold Out from filter options

Eagle High School

School Cash

List of Items

T ] (2012012 [5] [ <] [aa [ a

Al
Low Stock

Item Name [Sold Ot |
Grade 11 Flotd Trip to Sclence Museum e

School Cash Catalog Sold Out Filter— Display

List of all items that have Zero (0) Quantity Remaining will display.
NOTE: List of Items displays 20 items at a time, it may be necessary to use the page
turns at the bottom of the list to see additional items.

10.l1tem Search
Perfect way to locate an item, when there the View Items display is very long!

Searching for an item is a fast, easy way to locate an item, when the list of items if very long. Searches can
use either:

© Exact match (The specific item name is entered into the search text box.)

© Enter any known part of the item name (Enter only a portion of the Item Name.)

How To Search For A Specific Item In School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group

Step 2: Enter Item Name in search text box eg: Grad Fee 2011/2012
Click Search

Eagle High School
School Cash _ _

List of Items

Al (=] [20m1z012 [=] An (=] o [=] [rad Fea 201120027 |IED m

School Cash Catalog Item Search— Display

Search results will display in List of Iltems window
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Eagle High School

School Cash

List of Items
Al =] 220112012 [3] A =] [v] GadFee20112012 |G

Item Name

1 items founo
Grad Fee 2011/2012

Amount: $90.00

School: Eagle High School
Bank Account: Eagle High - School Funds
Start Date: Aug 24, 2011

End Date: Jun 30, 2012
Available to Public: No

Recurring Payments: No

Students Attached: 305

Purchased By: 25

Total Made Available: Unlimited

Limit Per Person: 1

Quantity Sold: 251

Options: 0

Choices: 0

Created: Jun 24, 2011

Last Modified: Dec 07, 2012

School Cash Catalog Search Results— Display

NOTE: Only the search results will be displayed in the List of Items.

How To Search Using A Partial Item Name Search In School Cash Catalog

Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group

Step 2: Enter any known portion of the item name eg: Spirit Wear
Click Search

Eagle High School

School Cash

List of Items

O o 7 R | r—

School Cash Catalog Wild Card Search— Display
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Eagle High School

School Cash

List of Items

Al [=] 20112012 [5] ‘ae =] [=] spieitwear B

Item Name

Spint Wear Hoodile
Spirit Wear Hoodle

3 items found

Spirit Wear Vest

This year's spirit wear item is a polar fleoce vest. The vest cost is $18.00.

Amount: $18.00

School: Eagle High School
Bank Account: Eagle High - School Funds
Start Date: Dec 06, 2011

End Date: Feb 10, 2013
Available to Public: No

Recurring Payments: No

Students Attached: 1

Purchased By: 0

Total Made Available: Unlimited

Limit Per Person: Unlimited
Quantity Sold: 0

Options: 0

Choices: 0

Created: Jan 29, 2013

Last Modified: Jan 30, 2013

School Cash Catalog Wild Card Search Results— Display

List of all items that contain the portion of the item name will display.

NOTE: List of Iltems displays 20 items at a time, it may be necessary to use the page

turns at the bottom of the list to see additional items.
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11.District Level ONLY Filter

In addition to all of the regular item filters, District Level access provides an additional filter by School. This
filter will allow school specific items to be displayed.

How To Filter For School Specific Items In School Cash Catalog
Step 1: From the School Cash Accounting Main Menu, select School Cash Catalog from the
My School Store group

Step 2: Click pick list down arrow to right of “School” filter
Select Required filter option from list

Eagle High School

School Cash

List of Items

Active [=] 20112012 [v] (An [=] |au [+] |Eagle High School E [ ]
Red School District
All Schools

Item Name All Elamentary

All Elementary_Junior_High
Grade 11 Flold Trip to Scionce Museum All Secondary

Grade 10 Field Trip to Science Musoum »:! Sanior_Elementa

Spirit Hoodies Eagle High School

cience Museum

School Cash Catalog District Level School Filter— Display

Engle High Schoal

School Cash

List of ltems

At [=] (20112012 [3] [An [=] (o [] | . - 2l Newrem |

Item Hame
(0 ) (T (T s 2
Jopon Trip - Foll 2014 KEV Group Sunglasses

Flanners 2013-2014

Boy Scouts - Gym Rental

Summer is fast approaching and shades are what you will need!

Math Skills Testing

Amount: 515.00

Subs Dy (Fril. Mavy th ) [5chaal: Dovms School |

& iteens found Bank Account: Do Student Activity Funds

Start Date: Apr 01, 2013
End Date: May 30, 2013
Available to Public: Mo
Recurring Payments: 5[+
Stisdents Attached: 470
Purchased By: 0
Total Made Available: Unlimited
Limit Per Person: 5
Quantity Sold: 0
Options: 0
Cholces: o

School Cash Catalog District Level School Filter— Display

List of all items created by the selected school will display in the View Items list.
NOTE: List of Items displays 20 items at a time, it may be necessary to use the page
turns at the bottom of the list to see additional items.
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