QKEVGCROUP

School Cash Simplified

REFUNDS

This presentation outlines helpful tips for processing refunds.
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Introduction

There are two types of refunds that can be processed in School Cash.
1. Online
2. Cheque

* Online refunds
* By Item —for one or more student
* |ndividual

e Cheque refunds
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Refunds — School Cash Online Payments

All refunds for items that were paid online, SHOULD be processed in SCHOOL CASH CATALOGUE to create
Online Refunds.
Can only process refunds for current catalogue year AND for purchases within the past 360 days.

V’SA v’SA My School Store

DEBIT School Cash Catalog

School Cash Register
School Cash Express Setup

' School Cash Online
mastercard. mastercard.
debit
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Refunds — Cash and Cheque Payments

All refunds for cash/cheque payments MUST be recorded in School Cash Register and processed via cheque.

My School Store

School Cash Catalog
School Cash Register

BRLIR.

School Cash Online

SRBER S

e L School Cash Express Setup
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HOW TO - School Cash Online Refunds — by Item

MAIN MEND - | ITEMS - | STUDENT ATTACHMEMTS GROUF MAMAGEMENT REPORTS = DISTRICT =

List of Items i

[Expired | [2015/2020 -] [al ~| [all -] [white Daks 55 ~

In the School Cash Catalogue,

-
select the item. o N T TR TR
Share

Debate - Ottawa Provincials - Feb_ 1-23
Click Refund. Debate - Upper Canada College - Mov 3 DECA ICDC - April 27-May 4
Debats - UWO - Nov 22-23

For students travelling and participating in DECA ICDC in Mashwille TH firom A

Debate Competition - MoGill pril 27-May 4.
DECA ICDC - April 27-May 4
_ Amount: 5400.00
e A2 School: White Oaks 55
DECA Provincials 2020 Bank Acoount: White Oaks 55 - SGF Chequing
Liart Date: Feb 20, 2020

| - Lot S P
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HOW TO - School Cash Online Refunds — by Item

MAIN MEHU - | ITEMS - | STUDENT ATTACHMENTS | GROUP MAMAGEMEMNT | REPORTS = | DISTRICT =
Refunding payments for item: DECA ICDC - April 27-May 4
/ Srudent Hame Student Mumber Kyailable For Refund Refund Ammowunt Payments
/ Wi, Alexandra
Use the checkbox to select ALL 3
stu d ents - 540000 - CreditCard (Online] - 2726,/ 2020
)
Refund amount must be
entered for each student.
Partial refunds can be
processed.
Once all refund amounts have
been entered, click Refund. OKEVGROUP R R
TS .E 415
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HOW TO - School Cash Online Refunds — by Item

Enter the Reason for Refund.
Click Refund.

The funds will be returned to
the original method of
payment.

MAIN MENU - | ITEMSE ~ | STUDENT ATTACHMENTS | GROUP MAMAGEMEMNT | REPORTS ~ | DISTRICT ~

Refunding payments for item: DECA ICDC - April 27-May 4

Student Hame Student Humber fvailable For Refund Refund Ammowunt Payments
5400.00 - CreditCard (Online) - 1727/ 2020

— $400.00 - CreditCard (Online) - 2/27/2020

&

5400.00 - CreditCard (Online) - 2726,/ 3020

E Refund Reason El

R=ason For Refund:

trip cancelled due to COVID-19 as per Jrir-:ipall

| Cancel | | Refund |

QWH":‘L JF" USER GUIDE ~ REFUND POLICY

-\.:-\.—I: fle
019.6.4.1
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HOW TO - School Cash Online Refunds — by Student

KLAIMN MENU = | ITEMS = ‘ STUDENT AT TACHMENTS GROUP MAMAGEMENT | REPORTS = | DISTRICT -

List of Items

| Active | |2019/2020 | |All | Al +| |st. Raphael Elementary -

tom Norme e[ veoch[Expre Now elte g Atacmers L Ref [copy

In the School Cash Catalogue, Yearbook 2019-2020 School Year

. Pita Pit Day - Thursday, June 25, 2020 LAST ONE!
click Student Attachments.

Pita Fit Day - Thursday, June 18, 2020 Amount: 521.00

o Schoal: 5t. Raphael Elementary School
S ln e o Bank Account: 5t. Raphael E5 - TD Canada Trust
Pita Pit Day - Thursday, June 4, 2020 Start Date: Mar 02, 2020

— End Date: Mar 30, 2020
FIEU e Available to Public: Mo
Fita Pit Day - Thursday, May 21, 2020 Recurring Payments: Mo
Fita Fit Da':.l' - ThL.I'SdE}', I'-'Ia‘:.-' 14, 2020 Ltudents Attached: 329

o Purchased By: 59
Fita Pit Day - Thursday, May 7, 2020 Total Made Available: Unlimited
Fita Pit Day - Thursday, April 30, 2020 Limit Per Persom: 1

Ciimndite Tl EQ
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HOW TO - School Cash Online Refunds — by Student

Enter search parameters (e.g.
First Name, Student Number,
etc.).

Click Search.

To include students that have
left the school, check Include
Inactive Student checkbox.

When the correct student is
displayed click Refund.

QKEVGCROUP school cash Simplified

KAIN MENU = | ITEMS =~ STUDENT ATTACHMEMNTE

View Student Attachments

GROUP MAMAGEMENT | REPORTS =

DISTRICT =

QDKEVCHOLE

F‘ir:Ll — _asl:| - Student
Hame: | athan Mame: [ Hal Humber:
Grade: | Filter by Grade s Group: | Filter by Group s Homergom: | Filter by Homeroor ™
Students:
Harm= Humber Date Of Birth  Household Itemn Artachments
Hall, Hathan fall, Jenmifer View

Hious=hold:

{lass: | Filter by Class v

ncludie inactive student: O

Scheduled Payments

REFUHD POLICY
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HOW TO - School Cash Online Refunds — by Student

Locate the item to refund.

Use the checkbox next to Item \
Name to refund all items.

Enter the amount to refund.
Enter the Refund Reason.

Click Refund.

QKEVGCROUP school cash Simplified

MAIN MENU - | IMEMSE - | STUDENT ATTACHMEMNTS | GROUP MAMAGEMENT | REPORTS - | DISTRICT ~

Refund payments for student

Student Hame:
Humber:

Hall, Hathan

Syailable For

O 1tem Hame Comment Refund Refund Amount Refund Reaszon
Pizza Lunch - Friday, February 7 - - -
20.00 20,00
D Friday, June 19, 2020 (16 lunches)
[0 Model UN at Assumgtion 300 50,00

Pita Pit Day - Thursday, Apeil 9, 2020

cancelled due to closure  ~

Payments
S80.00 - CreditCard
Onlne} - 172272020

530.00 - Cred#tCard
[Online} - 1271272019

56.00 - CreditCard
[Online} - 271272020

Pagesivm:- |8 -

DKEVCHOLE

P9 743

11 items in 2 pages

USER GUIDE REFUND POUCY

Private & Confidential
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HOW TO - School Cash Online Refunds — by Student

Review data.
Click Confirm.

Funds will be returned to the
original method of payment.

MAIN MEND ~ | IMEMSE ~ | STUDENT ATTACHMENTS | GROUP MAMAGEMENT REPORTS =

Refund payments for student

Student Hame: Hall, Hathan

Humber:

DISTRICT «

[2] Confirm Refunds [ x|
O ltem
Really issue these refunds?
O Fizzal ard
i Available For Refund o
O odd Itemn Hame Commmment Refund A nt Refund Reason Payrnents ard
F2019
Pita Pit Dary - Thursday, April - camcelled due to 56.00 - CreditCard {Online) -
S| 92020 a0 e closure 21272020 rd
2020
PR—
| Refund ' Confirm ' Cancel
—— h
W41 n 2 p
MJ)I:E r D POLICY
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SCHOOL CASH ONLINE - NOTIFICATION EMAILS

When an online refund is requested by the bookkeeper
Email Recipient: SCO User only

When an online refund is successfully processed
Email Recipient: SCO User only

When an online refund is cancelled due to rejection
Email Recipient: SCO User and School/District

When a credit card refund is declined
Email Recipient: SCO User and School/District

@KE\/GROUP School Cash Simplified Private & Confidential
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HOW TO - School Cash Register Refunds

MAIN MENU ~ CHECKOUT SEARCH ITEM HISTORY REFUMNDS GROUP COLLECTION MODIFICATION CLOGE OUT PRINT ~

E.nter SearCh parameters (e.g. |Ha||. Nathan| |E~t_d§n:]D |Gusr:|isn Last Name, Fi
First Name, Student Number, Dlinclude inactive students
etc.).

Click Search.

To include students that have
left the school, check Include
Inactive Student checkbox.

Selec
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HOW TO - School Cash Register Refunds

MAIN MENU - | CHECKOUT c ITEM HISTORY REFUMDS GROUP COLLECTION MODIFICATION CLOSE OUT PRINT -

REFUNDS =
Payment Siatus: | A5 Payments ~| Sechool Year [3018/2020 | ttem Mame: [iem MName
Select the stud I ————
elect the student(s).
( ) IHaII IStudentID IGuardian Last Name, Fil Search

O include inactive students

w Last Name First 4| & i Date of Birth School Name

To include multiple students, il R : ] i i
C h eC k a | | t h at a p p Iy_ O | Hall, nathzn o7 04,/09/2007 St. Raphael Elementary School

Click Select.

First | | Previous | |1 | Mext | | Last

Refund
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HOW TO - School Cash Register Refunds

MAIN MENU ~ | CHECKOUT | SEARCH | ITEM HISTORY GROUP COLLECTION | MODIFICATION | CLOSE OUT | PRINT ~
REFUNDS &
Payment Status: [ All Payments ~| School Year: [2019/2020 ~| ltem Name: |Item Name
- | Item Name Purchase Date Cost Paid to Waived Balance Available Refund Reaszon -
M Date to Date Owed for
Refund
ﬂ Hall, Nathan Grade - 07 ID - Guardian - Hall, Jennifer
. 1Spirit Day! Donation 09/26/2019 20.00 20.00 0.00 0.00 20.00 0.00
Click the Refunds tab. Model UN at Assumption 1211212019 3000  30.00 0.00 0.00 3000 0.0
Pita Pit Day - Thursday, April 9, | 02/12/2020 6.00 6.00 0.00 0.00 6.00 0.00
2020
. . Pita Pit Day - Thursday, January  12/08/2019 6.00 6.00 0.00 0.00 6.00 0.00
All items that are available to o
Pizza Lunch - Friday, February 7 | 01/22/2020 80.00 80.00 0.00 0.00 80.00 0.00
f d '” b I' t d - Friday, June 19, 2020 (16
re Un WI e IS e . lunches)
Pizza Lunch - Friday, October 25. 10/10/2019 55.00 55.00 0.00 0.00 55.00 0.00
2019 - Friday. January 24, 2020
(11 lunches)
St. Raphael's Grade § Students  11/25/2019 10.50 10.50 0.00 0.00 10.50 0.00
Poinsettia F -
5t. Raphael's Grade 8 Students  11/25/2019 10.50 10.50 0.00 0.00 10.50 0.00
Poinsettia Fundraising
Subway Day - Monday, October | 09/29/2019 5.00 5.00 0.00 0.00 5.00 0.00
21, 2019
Subway Day - Monday, October  09/29/2019 5.00 5.00 0.00 0.00 5.00 0.00
28,2019 )
Total Refund $0.00
Refund

20 KEV Group User quide
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HOW TO - School Cash Register Refunds

Enter the amount(s) in the
Refund column. You can enter
refund amounts for multiple
items. Partial refunds can be
processed.

Enter the Reason for the
refund(s)

Click Cheque.

QKEVGCROUP school cash Simplified

MLAIN MENU = | CHECKOUT SEARCH ITEM HISTORY

= Hall, Mathan Grade -

1Spirit Day! Donstion 0B/28/2018 20.00
Modal UM st Assumplion 121252018 30.00
Fita Fit Diay - Thursdey. Apiil 8. | 021212020 5.00
2020

Fita Pit Day - Tharsday, January | 120082018 8.00
2. 2020

Pizza Lunch - Friday, Februsry 7 | 01/22/2020 80.00
- Priday. June 19 2020 (16

lunches}

Pizza Lunch - Friday, October 25, 10/10/2018 55.00
2018 - Friday. January 24, 2020

(11 lunches)

&t Rapheel's Grade & Students | 11/25/2010 10.50
Pa i E -

St Raphsel's Grade £ Shydents | 117252019 10.50
Subway Day - Monday, October | 0B/28/2018 5.00
21, 2018

Subway Day - Monday, October | 0R/28/2018 5.00
28, 2010

REFUMDSE

GROUFE COLLECTION

REFUNDS
Payment Status: |,.s_ Payments V| School Year: |g:.- or2020
liem Mame Purchase Date Cosf Pald to
Dafe

‘Walved
to Date

Balance
Owad

'Guardian - Hall, Jennifer

20.00
30.00
5.00

5.00

50.00

10.650

10.50

5.00

5.00

0.00
0.00
0.00

000

0.00

0.00

0.00

000

0.00

0.00

0.00
0.00
0.00

000

0.00

0.00

0.00

000

0.00

0.00

MODIFICATION

CLOSE OUT

PRINT =

Lvaltable
for
Rafund

20.00
30.00
6.00

6.00

50.00
55.00

10.50
10.50
5.00

5.00

~ | tern Name: fiiem Name

Refund Raasan -
0.00
0.00
|&.c0 | closure
Reguined
0.00
0.00
0.00
0.00
0.00
0.00
0.00
Total Refund $6.00
Chegque Credit Card

i) = 20 KEV Grp
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HOW TO - School Cash Register Refunds

MAIN MENU ~ CHECKOUT SEARCH ITEM HISTORY REFUNDS GROUP COLLECTION MODIFICATION CLOSE OUT PRINT «
This Cheque Refund details
: REFUNDS =
box will open. =
Payment Status: IAII Payments j School Year: I 2019/2020 j Item Name: I_-,.;.n- Name
item Mame Purchase Date Cost Paid to Date Waived Balance Available Refund Reason
Enter the Reason for the = wom ows |G
Refund
refund(S) = Senych, Quinn Grade - 10 | guueeesnm = — S— 1
Cheque Refund
ﬂ Rock Climbing (1st Time/YT) J 0.00
H : <%  Rugby Boys Sr J 0.00
CI le Conflrm FA Remamber] Issuing a2 refund will detach the item from the student.
ﬁ Student Acnwt! You will need to attach the iterm again to the student if a payment from 0.00
the parent is required.
'ﬁ' Textbook Deposit 0.00
'k-_’t\' Whistler Trip Deposit Total Refund ($): 200.00 J 200.00 COVID-19
’ Total Refund $200.00
Cheque Date: |n4.mu2|]2|] = $
Name On A Cheque: I Credit Card
Print Option: | Two-Part Receipt -
| No Statement b

& 2020 KEV Group

QKEVGROUP school Cash simplified
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HOW TO - School Cash Register Refunds

To return funds for cash and cheque
payments.

Click Issue Cheques - Disbursements.

A cheque must be issued to the
original payee.

QKEVGCROUP school cash Simplified

SchoolFunds
Online |

Training School v |-

ADMIN DATA FILES RECEIPTS  JE's  PO's REGISTERS ~ REPORTS BANKRECOMN  ADMIN FUMNCTIONS  SCHOOL STORE

Welcome Back Lyndak@kevgroup.com

THINGS TO DO?
6 You have 4 check(s) waiting to be posted. [

You have 1 receipt(s) waiting to be printed.

6 You have 2 School Store receiptd
g School Cash Test - Green Acres Public School - School Account
All Your Deposits Are Poste|

0 All Your POs Are Posted.

Income Activities Expense Activities General Activities

: Your August reconciliationisnol  pepgsits/Receipts I Issue Cheques - Disbursements | lLedger Inquire
Cash/Cheques YTD Itemized Journal Entries
Non Sufficient Funds Reconciliation

Transfer Entries

My School Information My Reports My School Store
Category (Chart of Accounts) #2 Detailed Category Summary School Cash Catalog
Demographics #5 Overview Umbrella Category School Cash Register
Program Maintenance Summary School Cash Express Setup
Supplier/Vendor Maintenance #10 Trial Balance School Cash Online
Resource Centre #11 Transaction Reports Various

Reports

\3 © 2020 KEV Group

20196415 @ User Guide
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School Cash Simplified

Questions?



	REFUNDS
	Introduction	
	Refunds – School Cash Online Payments
	Refunds – Cash and Cheque Payments
	HOW TO - School Cash Online Refunds – by Item
	HOW TO - School Cash Online Refunds – by Item
	HOW TO - School Cash Online Refunds – by Item
	HOW TO - School Cash Online Refunds – by Student
	HOW TO - School Cash Online Refunds – by Student
	HOW TO - School Cash Online Refunds – by Student
	HOW TO - School Cash Online Refunds – by Student
	SCHOOL CASH ONLINE - NOTIFICATION EMAILS
	HOW TO - School Cash Register Refunds
	HOW TO - School Cash Register Refunds
	HOW TO - School Cash Register Refunds
	HOW TO - School Cash Register Refunds
	HOW TO - School Cash Register Refunds
	HOW TO - School Cash Register Refunds
	Questions?

