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I a. What is School Cash Express

School Cash Express gives
staff other than office
administrators access
to item creation and re-
ports. All items created
by staff are always veri-
fied and approved by the
front office.

Pleasereview
School Cash Express

Video pdf file for
instructions on Item

Creation in SCE

SCE USER19

RUBY SCHOOL

CREATE ITEM

MY ITEMS o

REPORTS

SETTINGS

ITEM SUMMARY 2016/2017

® 1PENDING
0 APPROVED
S LIVE
0 DRAFTS

0 REJECTED

Sort By: Date Created ;

Yearbook Juniors

Yearbook

Tester

Yearbook - July 2017

Trip to the Farm

Yearbook

YEARBOOK JUNIORS

Newest ~

totu
LIVE ©

Created by
SCE USER19

08.02.2017

REMAINING STUDENTS 179
@ STUDENTS REGISTERED 0

Y| RepORT @ ViEW [ Iycopy

Aug 2, 2017 - 9:31 AM

The item has gone

Aug2,2017- 930 AM

The item was
APPROVED.

Approved.

1 back dated 3 days for chacks to cle
.

1 added grade 3 homerooms as they

aro now going to offor this ysarbook
= woll.

Aug 2,2017 - 924 AM

Item was

Plosso approve my item. | realy real
Ty want you to.

Aug 2,2017 - 920 AM

The item has been saved
asa DRAFT.

Aug 2, 2017 - 918 AM

Item was CREATED.
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I c. Approving/Rejecting Items

When a staff member has entered a new item in your school. When you log in you will see a number and Pending.
These are the number of pending items that need approval in School Cash Catalogue. If you would like to see these
items, you can click directly on the “pending” status.

My School Store
NOTE: The final say in how an item is created still sits with the School Admin. Everything en-

. . . “ . . . ] School Cash Catalogue
tered in School Cash Express is considered “Draft” until committed by the office. Anything can % :

: School Cash Register
beoverridden. School Cash Express Setup
School Cash Online
A new status is available in the drop-down menu. If you are ready to approve an item. Select the item

“Pending for Approval” from the list. Then click “Edit”

Pending for Approval v | 12016/2017 v Al v

Lets enjoy pizza an friday!!

Pending: 4 Amount: 5$5.00

Item Name School: Ruby School
Bank Account:

Pizza Day Pending Start Date: Jul 24, 2017
24, 10
o

End Date:

T S

Pizza Pending Total Made Available:

Limit Per Parson:
Yearbook Options:

4 items found Choices:
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B c. Approving/Rejecting items

You will notice some new fields on
the creation screen.

Create a New ltem i

Sehool; Ruby School A Item Price:  $0.00
Suggested Item Price: $5.00
Click here if creating an item for multiple schools
. . -

Suggested Price and Comment. School Year: EE —
Name: * Pizza Da - 2016/2017

Both fields are from the staff mem- =

. Only 32 characters of the item name will appear on the ledger and in email notifications. Cotment:
ber req ueStI ng approval b Description: | Lets enjoy pizza on friday!! Aakash R:

please approve this item

All other fields are entered as they would be for a Non-Express Item

If you are satisfied with the information in the item, you can move to the “"Next” step. Save Reject Next
If you find a problem and need to send the item back to the staff member who sent it,
you can also “Reject”.

Create Attachment: Pizza Day i

The final step is attaching students.
Attach Item As: Comment History

o e Aakash R: School Cash will pre-select the students
Recommend the item on School Cash Online —— pL PP this it to attaCh based on the entry from the

staff member in School Cash Express.

Attach Item To

@' All Students Grade Course Homeroom Group Individual

View Selected Students | Previous Screen | Reject || Approve

SchoolCashExpress



B c. Approving/Rejecting items

When you click approve, you will also see a pop up mes-
sage that can be sent to the staff member about the item
you created.

Once you give final approval the item will then be
live and available for purchase if within the date
range selected. Once itis approved it can also be
shared to other staff members.

The addition of a new button on the items page
called “Share” has been added.

Click Share

SchoolCashExpress

By approving this item request, you are confirming that the
appropriate changes have been made to the submission.

Please enter comments for the item's creator:

300 left

APPROVE

A list of all available School Cash ExpressUsers will appear. Se-
lect the users you would like to grant “Read-Only” access and
reports to the item.

Give access to school staff: Select All




Appendix

Active Directory:

Also known as single sign-on or ADFS. Active directory allows school users to only login one time for access to all of their
programs.

This is a feature your IT department will understand. They will know if you use Active Directory or not.
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Proprietary Notice
The entire contents of this presentation were prepared for the sole use of Halton District School Board and are not intended for the public domain. Many elements in this presentation are considered proprietary and confiden-
tial as they contain business logic, business methods and system screen shots, therefore the entire contents of this proposal MAY NOT be copied or distributed outside of the Halton District School Board without written prior
consent of the KEV Group Inc. Any distribution, copying, or other use by anyone else is prohibited. If you are not the authorized recipient, please destroy this presentation immediately.
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