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School Cash Suite
Frequently Asked Questions

General Activities

1 How can | access ‘help’ within the program?

1.1. User Guides:

1. Accessed through the User Guide link in the footer of School Cash windows

®2014 KEV Group

@ User Guide

School Cash Footer — User Guide Link — Display

2. Accessed through the Resource Center on the Main Menu, My School Information group

O KEvgroup Main Menu

School Cash Eagle High School - Student Activity Funds -
Income Activities Expense Activities General Activities
Deposits/Receipts Issue Checks - Disbursements Ledger Inquire
Cash/Checks ¥TD Itemized Change Funds - Cashbox 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 Online
Supplier/vVendor Maintenance #10 Trial Balance
#11 Transaction Reports
Various
Reports

School Cash Main Menu — Resource Center Link - Display

1.2. Tip Sheets:
Accessed through the Information link found at the top of School Cash windows
2 KEVgroup Deposit/Receipts E%

School Cash

School Cash Tip Sheet Link - Display

1.3. Frequently Asked Questions (FAQ)

Accessed through the Question Mark found in the footer of School Cash windows
8 2014 KEV Group

@ User Guide

School Cash FAQ Link — Display

© KEV Group Inc. ~5~ School Cash Suite — FAQ's V4.7 (08/14)



School Cash Accounting
1 Deposits/Receipts

1.1 Whenlloginto my School Cash account | receive a reminder message: "The
following data entry option have transactions that have not been added to the
ledger yet. Deposit/Receipts Form.”

What does that mean? | do not have a deposit in process.
Modified on: Tue, 12 Nov, 2013

Resolution:

There may be a deposit in an alternative currency in process. For example: A US school could have a
deposit form in Canadian currency that has a blank form or a deposit that has not yet been posted to the
ledger.

Steps to Find a Deposit Form in an Alternate Currency:

1. From Main Menu, Income Activities group:
2. Click Deposits/Receipts

3. Click Currency button at the top of the 3 wevorow | DepocitRecelpts
screen School Cash

Detailed Receipt | | List View

Money handed in by:

Bills Rolled Coins Loose Coins Checks Detail
aty  Amount aty  Amount aty  Amount oy  Amount Tofal
51 1¢ 1
$5 5¢ 5¢
510 10¢ 10¢
320 25¢ 25¢
550 50¢ 50¢
5100 51 51
Total Bills: ~ 50.00 Total Rolled:  50.00 Total Loose: §0.00 Check Total 50.00

Add Category Add Mema Cash Total: 50.00  Deposit Total: ]  Balance: 50.00

Category Total: 50.00

Deposit# 7
Reference #
| pa loz3em3 [
Total Amount: 6 Total Categories: 1| 1 -
ol g Ex Wil <> n Form: 1/1

4. Select alternative currency S Evoowp|] Select Cumrency,

5. Click Back to Deposit School Cash
W]

6. C“Ck continue at the Wa rning message A\’uu have selected a non-default currency! Are you sure you want to continue working with the USA - USD currency?

T

7. Post deposit form or delete the form

© KEV Group Inc. ~6 School Cash Suite — FAQ's V4.7 (08/14)



1.2 |forgot to add my current deposit to the ledger. Now | have added new forms to
the deposit. How do | correct the ‘combined’ deposit?

Modified on: Wed, 21 May, 2014

Resolution:
1. Use the form scroll bar to select the deposit 2 KEVarow  DepositiRecsipts
H i
forms that should not be included in the School Cash R
original deposit [ Foms ] Hemze <] Pt ] AddToledger | Cursny | Mainhlens |
Detailed Receipt | | List View
T

Bills Rolled Coins Loose Coins Checks Detail
aty  Amount aty  Amount aty  Amount Qly  Amount Total
35 1€ 19
$10 5¢ 5¢
520 10¢ 10¢ (3
550 25¢ 25¢
5100 50¢ 50¢
$1 $1 5 |sso0
82 52 v

Total Bills:  $0.00 Total Rolled:  $0.00 Total Loose:  $5.00 Check Total: $0.00
Add Category Add Memo Cash Total: 5500  Deposit Total: JJil]  Balance: $0.00

Category Tofal: $5.00

.| Deposi# a1
v Reference #
Date 0411772014 [ 75

Total Amount: 62 Tolal Calegories: 1| | 1 - Fundraising v

2. Toggle off the Include for Deposit option in

all of these forms

Add the deposit to the Ledger

4. Return to the deposit, and continue to add
new deposit forms or complete the deposit
and Add to the Ledger

w

NOTE: The Include for Deposit option is a Board Account Setting and may not be available to all users.
Please check with your District Administrator.

1.3 Is there a limit to the number of categories per deposit form? (Split Deposit)

Modified on: Wed, 13 Nov, 2013
Resolution:

There is a limit of 100 categories that can be entered for one deposit form.

1.4 When | am itemizing checks, how do | indicate that the check is split between
categories?
Modified on: Tue, 12 Nov, 2013
Resolution:

Steps to Split Category for an Itemized Check:

1. From Main Menu, Income Activities

2. Click Deposits/Receipts

3. Select the deposit form where the check
must be split between categories

4. Click Itemize

© KEV Group Inc. ~7 School Cash Suite — FAQ's V4.7 (08/14)



5. Select Itemize Check

[temize Check

lemiZe Las

6. Select household name in Description field

7. Click edit pencil in the Category Name ——] Sm——
Receipt Apply Te All

Itemized 2 out of 2 [T show check number
m:nmmn Amount|Category Name |Reason [Receipt \ |

M $15.00| Field Trips | 7] Field Trip to Heritage KNo

Hnnze\ﬁ ck, Angela * ﬂmsnet Field Trip to Heritage
2 | onique William Arihur Eru ‘ SZUDD|F|&MTI\|]& ‘ Museum |Nn

8. Enter the correct amounts for each category
9. Click OK

10. Click Return to Deposit

11. Repeat for other checks as necessary

NOTE: Balance indicator must be $0.00 at the end of this process.

1.5 Howdoladd alogo to the receipt?
Modified on: Tue, 12 Nov, 2013
Resolution:

The ability to add logos to receipts is found in the Receipt module.
Steps to Add a Logo to Receipts:

1. From Main Menu, Income Activities group:
Click Checks YTD Itemized

2

5. Clck Receipt Menu
4. Clck Edit ReceiptSip Tex
5.

Click Browse option to locate the receipt on
the computer
6. Click the Submit option to upload the logo
NOTE: Logo must be in jpg or png format and less
than 100kb. Program will issue a warning message
if the logo does not meet system requirements.

1.6 Is there a way we can print all the receipts in each deposit rather than having to
print each receipt individually?
Modified on: Mon, 11 Aug, 2014

Resolution:

The Quick Print Menu, 3-Part Receipts will allow the user to print all of the deposit receipts. A separate
receipt will be printed for each category.

Please refer to the User Guide: School Cash Accounting — Deposits/Receipts, for further information.
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1.7 How do | print the deposit screen for all working forms?
Modified on: Tue, 12 Nov, 2013
Resolution:

Use the Quick Print Option and select Print Deposit Screen - this will print all of the deposit screens.
Steps to Use the Quick Print Option:

From Main Menu, Income Activities group:

2. Click Deposits/Receipts
3. Click Print
4.

Select Quick Print
Cluick Print

Print Menu
Print All Receipts
Print Current Detailed Receipt

5. Select Print Deposit Screen

ick Print
6. Click Continue Quick Prin

DReceipt

O 3-Part Receipts

[[] 1-Part Receipts
DDeposit
| F'rintDepnsitSc:reen

[C] statement

O one Page Bank Deposit

[ Separate cash and checks for one page printout

[[ Do not roll Ioose coins for one page printout

[ reallocate cash amounts for one page printout
[ Deposit Slip

[ temize
D.Adding Machine Tape for the Bank
[l Bank and School Records

Continue Cancel
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1.8 How do | re-print a posted deposit or Adding Machine Tape for the Bank?
Modified on: Tue, 25 Feb, 2014
Resolution:

Steps to re-print posted deposit details:

1. From Main Menu, Income Activities group:
Click Deposit/Receipts

2
3. CIle I_ist View tab O Kevaroup DepositiReceipts
4. Select the required deposit from the list School Cash

Detailed Receipt || List View |

[Humber [pate [ Grand Totat |Humber of Receipts |postea
7 | 01082014 | s0.00] 1| No
N 77 I ] T
5 |0ar24r2013 | $638.85| 1| Yes
4 |0art3013 | s652.50| 2| Yes
3 |04nsr013 | $553.00| 2| Yes
2 |0ansrz013 | $1,610.75| 2| Yes
B i ] v
Visible Records: 1 - 6 Total Records: 6

Sl fm e

Humber Receipt Date Category Hame Cat. # Amount Reason Received By

Sales 09/30/2013 -
10/02/2013

$230.00

<[ m '

Visible Records: 1 - 1 Total Records: 1
(][ LD [

5. Click Detailed Receipt tab to view the LIRSy | DapositRacsipts
deposit School Cash

NOTE: Deposit form will be in “Read-Only”  octato necer [N

Viewing a posted deposit Read-Only
fO rmn Iat . Money handed in by [Andrew.Janice  |Receipt# 12-6960-0819
Bills Rolled Coins Loose Coins CheckKs Detai
oy Amount ay  Amount oy Amount oy  Amount Total

wo[Zlee e [ * ] [ —
s [ | s¢ [ 2 |sa00 s [ -
s10 [ 2 |s2000 0e [ 10¢ [ 1 |s0.10 [6 ][ 8500 |sst000
s20 [ | 25¢ 25¢ [ 11 |s275
850 [ 2 |5100.00 s06 [ | 50¢
smn|:| 51 |:| 51 |:|

Total Bills: ~ $122.00 Total Rolled: 5400 Total Loose: $2.85 Check Total $510.00
Cash Total: 312885 Deposit Total: ] Balance: 50.00
Category Total: $638.85
Category Name cat.#  Amount Reason Depasit #
= 12600088.00 5438.85 | September Members|
Chess Club - Fundraising |o6co008s00 | 520000 September Tournamgl e 1°Te"< #: 1

= ‘ | pate osf24p2013 [ &

Total Amount. & Total Categories: 2| 1~ Chess Club -

L
W[ ]| Fometin

6. Click Print
7. Select Quick Print (Version 4.7 or higher) Print v

Cuick Print

Print Menu
Print All Receipts
Print Current Detailed Receipt

8. Select required print options (Adding
Machine Tape for the Bank)
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1.9 We are attempting to print a combined receipt for a deposit form that has been
split between multiple categories. There used to be a warning dialog box, asking if
the receipt was to be combined, but we don’t see the message any longer. How
can we turn the feature back on?

Modified on: Wed, 13 Nov, 2013
Resolution:
To retrieve the message for the split deposit receipt, have the user delete the temporary files, history,
cookies, etc. that the internet browser stores.
Steps to delete Windows Explorer History, Cookies etc.

1. From Internet Explorer window:

2. Select Tools [8 vapcamencory 2 7 0] & bt Curnca-Ouiokcco x| [
File Edit View Favorites Help
3. Click Internet Options ' Print v |
File 3
Zoom (100%) 3
Safety 2

| Add site to Start menu
View downloads Ctrl+)
Manage add-ons
F12 Developer Tools

Compatibility View settings

Internet options

[
‘ Go to pinned sites
| About Internet Explorer

4. Click General
5. In Browsing History section
6. Click Delete... Internet Options =

General |Security | Privacy | Content I Connections I Programs | Advanr.edl

Home page
/‘ To create home page tabs, type each address on its own line,

= 2
http://ca.msn.col

| Use current | | Use default || Use new tab

Startup
Start with tabs from the last session
@ Start with home page
Tabs

Change how webpages are displayed in tabs. Tabs

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

Delete browsing history on exit

Delete... Settings

Calors || Languages H Fonts || Accessibility |

Appearance
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7. Select the required delete options Delete Browsing History ==

V| Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

/| Temporary Internet files and website files
Copies of webpages, images, and media that are saved for faster
viewing.
Cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance.
/| History
List of websites you have visited.

<|

Download History
List of files you have downloaded.

Form data
Saved information that you have typed into forms.

Passwords

Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

Tracking Protection, ActiveX Filtering and Do Not Track
A list of websites exduded from filtering, data used by Tracking

Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Mot Track requests.

About deleting browsing history Delete | I Cancel

Steps to delete Mozilla Firefox History, Cookies etc.

1. From Firefox window:

2. Click Firefox menu (top left corner of
window)

Click Options

4. Select Options from the menu ST

Mew Tab ¥ 77 Bookmarks ¥

w

¥ Mew Private Window History 4
it t v Downloads
Find... #£ Add-ons
Save Page As... | Options ’l | Options
- »
Email Link... Help Menu Bar
i 3
= Print.. v Navigation Toolbar
‘Web Developer L4 v Bookmarks Toolbar
Full Screen Add-onBar  Ctrl+/
Set Up Sync.. Toolbar Layout...
B Bt

In Privacy tab

Click remove individual cookies

Select the required cookies

Click Remove Cookies, or Click Remove All
Cookies

© Now

1.10 How do | add a direct deposit?
Modified on: Wed, 21 May, 2014

Resolution:

A direct deposit should be added at the time of Monthly Reconciliation. Using the bank statement as
reference

To Add a Direct Deposit:

1. From Main Menu, General Activities group:
1. Click Reconciliation
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2. Click Add Record tab —— (W
Outstanding Transactions Modify | | Search | | Void Check | | Journal Entry

Add Record

Date: 1173022011 [ 9] Debit
Category: Cradit

HST Paid
HST Rebate:
100% Rebate:

Amount - No HST:

Transaction Type:
Transaction #
Description:
Memo:

Amount - Before
Budget Codes i

Transaction Code:

VX

3. Date: Use date on bank statement

4. Transaction Type: Direct Deposit Transaction Type: Deposit
Check
CreditMemo
DebitMemo
Interest
Invoice
Redistribute
BnkTransf
NSF

Serv. Charge
Cashbox
Direct Deposit

5. Description: Enter reason for direct deposit

6. Amount: Use Credit entry in amount
indicated on bank statement

7. Click Save

1.11 How Do | add US Exchange in School Cash Accounting?
Modified on: Tue, 12 Nov, 2013

Resolution:

US funds are deposited in the Deposit/Receipts module, as usual. Be sure to switch currency to US Funds
when completing the deposit form. School Cash Accounting does not calculate any exchange rate on US
currency. An additional record should be added at the time of Monthly Reconciliation, to account for the
exchange rate. Using the bank statement as reference:

To Add a US Exchange:

1. From Main Menu, General Activities group:

2. Click Reconciliation
3. Click Add Record tab N S D S
Outstanding Transactions Modify | | Search | | Void Check | | Journal Entry

Add Record

Date: 1173022011 [ 9] Debit

Catsgory: Creat
Transaction Type: HST Paid
Transaction # HST Rebate:
Description: 100% Rebate:
Memo: Amount - No HST:
Transaction Code:

VX

4. Date: Use date on bank statement
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5. Transaction Type: Deposit

6. Transaction Number: should match original

deposit

7. Description: Enter US Exchange
8. Amount: Use Credit entry in amount
indicated on bank statement

9. Click Save

Transaction Type:

Deposit

heck
CreditMemo
DebitMemo
Interaest
Invoice
Redistribute
BnkTransf
NSF

Serv. Charge
Cashbox
Direct Deposit

1.12 My special Deposit Ticket stock doesn’t align correctly when | print.

Resolution:

Modified on: Tue, 12 Nov, 2013

Be sure that ‘landscape’ paper orientation is selected in the print dialog box.
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2 Issue Checks/Disbursements

2.1 How do I enter the starting check number by school?

Resolution:

Modified on: Tue, 12 Nov, 2013

The starting check number defaults to 1 when you first enter the Issue Checks/Disbursement module.
Click in the Check Number field and enter the check number from your check stock. Once you have
entered in the new check information and selected Forms > Add Form, the check number will auto-

populate with the next number in sequence.

2.2 How do | combine checks?

Resolution:
To Combine A Check:

There are 2 occasions when it is possible to combine a check:
@ |If a check is issued to the same supplier within the current Issue Checks - Disbursement session.

(It is not possible to combine a posted check.)
@ When Duplicating a Check
Steps to Combine Checks Issued to the same Supplier:

1. From Main Menu, Expense Activities group:
2. Select Issue Checks — Disbursements

3. Complete the Issue Checks form

4. Add new forms as necessary

If there is an existing un-posted check in place to
the same supplier a dialog box will open.

5. Click OK in the dialog box
NOTE: The Combine Checks dialog box indicates
which check number is being combined.

6. Click Continue

7. Complete the check form

Modified on: Fri, 16 Aug, 2013

Message from webpage

' "~ | There are check(s) with the same supplier assigned. Select OK to
L - combine this check with one of these, otherwize select cancel.

==l

Select the check number group that you would like to associate this check

with.

Mote: The checks date will be updated to reflect the groups.

e |

Combine Checks

Please refer to the User Guide: School Cash Accounting — Issue Checks, for further information.
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2.3 How can | renumber a combined check?
Modified on: Wed, 11 Dec, 2013

Resolution:
Combined checks cannot be renumbered. Combined checks must be deleted and re-entered.

2.4 Is there a limit to the number of categories used when issuing a check? (Split Check)
Modified on: Tue, 12 Nov, 2013
Resolution:
There is no limit to the number of categories that you can use when issuing a check. However the check
stub will only display 5 categories. If more than 5 categories are used you will need to print the Category
Overflow Report to show the remainder. In Print/Checks screen, click Print Category Overflow at the top
of the print screen for the checks.

NOTE: Be sure to load a blank piece of paper into the printer before using the Print Category Overflow
option

Check # Covered From: 542 Generate Report Add To Ledger Print Category Overflow

Covered To: |643

o S > M J/ 1+ |Main Report W [ ] &% |wowv

2.5 When | try to add checks to the Ledger, | am getting an error message that indicates

that the invoice has already been paid. Why?
Modified on: Mon, 24 Feb, 2014

Resolution:

On the check that is displayed, double check the invoice number field. Verify that there are no spaces in
the invoice number field, by clicking in the field and using the backspace key.

2.6 How do | establish the Tax Rate?* (District Level Only)
Modified on: Mon, 11 Aug, 2014

Resolution:

Please refer to the District Level User Guides - System Setup, Application Defaults section on the Resource
Center.

2.7 When |l issue multiple checks to the same vendor, | do not get the option to combine

these checks. Why?
Modified on: Tue, 12 Nov, 2013

Resolution:

The combine checks feature is only available when vendors are included in the vendor database.
(“One Time” vendors are not included in the database.)
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2.8

2.9

To Find The Supplier/Vendor Database:

1. Main Menu, My School Information group:
2. Select Supplier/Vendor Maintenance

How do we issue a check to pay multiple invoices to a “one-time” vendor, when the

system does not allow us to combine checks?
Modified on: Tue, 12 Nov, 2013

Resolution:

The combine checks feature only works when an existing vendor is selected from the pick list. Separate
checks for each invoice, must be issued to “one-time” vendors.

How do | deal with a “credit” invoice?
Modified on: Tue, 12 Nov, 2013

Resolution:
Split the category entry to record full amount of invoice and enter a second category to record “credit”
amount of the invoice. The “credit” amount of the invoice should be entered as a “negative” amount.
To Enter the Credit Invoice:
Example: Invoice for office supplies is $50.00. But the office has a credit with the supplier for $25.00.

1. From Main Menu, Expense Activities

group:
2. Click Issue Checks - Disbursements
3. Complete the check form from top to

bottom
4. Select the required category from the D KEVgroup_Issue Checks
drop-down NOTE: Enter the full amount School Cash
of the invoice. Eg.: $50.00 o Fin T pino o] Ao Lo ] Man o
5. CIle Insert ROW icon Detail View | | List View || Search
. Status: Unposted Last Updated: 9/4/2014
6. Select the required category to record - -
. . i . Branch # 999 Account #: 99999 653 - ABC Supplies v
the Credit portion of the invoice Check recuastad by [Sith, John Fome 14 [TW [ 4 [ W
7. Tab to Amount field R 6 2
i H revious Check Number Check Number
8. Enter the credit amount as a “negative” e _
Pay To The Order Of |ABC Supplies Date: 07/02/2014 _:]
value Eg -$2500 Address: [123 New Westminster Amount: [25.00
9. Enter a reason for the Credit in the City: |Plainville Pruvalale-:M:;yFNE PC/Zip: 32552 UmmnTax#.
Reason field Re- [Paper Supplies, includes $25 credit to account Inveice # 1234 moice  loorozr2014 7]
10 C||ck Save Attention: A“““Qﬁ Print Check
Total Check Split. $26.00  Difference: $0.00
‘CaiegnryName ‘Cat # n GL Department ‘GLNams
General | 3000 |
1] General 9000 [ ]
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2.10 | have a school that voided a stale dated check, but then it cleared the bank. How
do | re-enter this?
Modified on: Mon, 2 Jun, 2014
Resolution:

The check will need to be re-entered in the Reconciliation module.

Steps to re-enter a stale dated check

1. From Main Menu, General Activities group:
2. Select Reconciliation

3. Click Add Record tab
4

Enter check information again, as a check O Kevsroup Reconcile
transaction School Cash

S O SR )
OQutstanding Transactions || Add Record (| Modify | | Search | | Vioid Check | | Joumal Entry

Add Record

Date. 0303072014 |4 Debit
Calegory Credi
[Transaction Type: [Check M| GST Paid

|

Transaction # GST Rebate:
| Description Voided stale dated check has bee | 100% Rebate:
Amount - No GST:

||
. Amount - Before
GL Deparment: G-

GL Name.

Memo

VX

5. Add a note in the description area to explain
the duplicate entry
6. Click Save

NOTE: A warning message will appear warning that the check number already exists, click OK to continue.

2.11 Getting kicked out to the login screen when trying to print a check statement?
Modified on: Fri, 9 May, 2014
Resolution:

Re-Install Adobe.

2.12 How do | void a YrEnd Outstanding check?
Modified on: Fri, 23 May, 2014
Resolution:

You would void it the same way you void a regular cheque.

Note: With a YrEnd Outstanding check the program will prompt you to select the original category for the
negative debit side. The original category is usually found in the 'description' field of the check.

2.13 Is there any way we can see the "MEMO" on our check stubs?
Modified on: Tue, 17 Dec, 2013
Resolution:

The memo displays on the Ledger Inquire. Scroll to the right of the window. Also the Report 11 —
Customized Transaction Report displays the memo in the description column.
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2.14 Can we reprint check requisitions?
Modified on: Thu, 5 Sep, 2013
Resolution:

If the check requisition has not been process it can be reprinted. Locate the check requisition, then select
Print > Check Requisition. A completed check requisition cannot be reprinted.
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3 Non Sufficient Funds

3.1.

How do | add a logo to the NSF notices?

Resolution:
Steps to Add a Logo to NSF Notices:

1. From the Non Sufficient Funds Menu:
2. Select Edit NSF Notice Text

Click Browse
Navigate to find the required log

Select the logo file

Click Open in the dialog box

The full path will appear in the text slot
Click Submit to load the logo in the logo
placeholder

NOTE: Logo files must be jpg or png format
No larger than 100Kb

Modified on: Tue, 12 Nov, 2013

Q KEvgroup NSF Menu

School Cash

Add New NSF Charge

Receive NSF Payment

View NSF Entries

Edit NSF Notice Text

Print Outstanding NSF Transactions

Checks YTD Menu

Q KEvgroup Edit NSF Notice Text
School Cash
[ waniens |

Logo

e e

Eagle High School - Student Activity Funds -

Apply Changes To: Current bank account only

Submit Clear
NSF Notice Text
Submit_|

3.2.

How do | record an NSF?

Resolution:

Modified on: Mon, 11 Aug, 2014

If the NSF process includes the assessment of bank charges and administration charges, the bank charges
can be associated with a specific category. In this way bank charges are not assigned to the original
category.
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Steps to Assign Bank Charges to a Category:

1. From Main Menu, My School Information group:

Select Category (Chart of Accounts)

Click Demographics

Scroll down the demographics screen to the Optional Account Settings section
In NSF Charges Category field select the required category from the drop-down
Click Save to save the category assignment

Click Main Menu

NowuhkwnN

3.2.1 New NSF Entry:

Steps to Add a New NSF Entry:
1. From Main Menu, Income Activities group:
2. Click Non Sufficient Funds
3. Click Add New NSF Charge

Add Mew MNSF Charge
| List View |
4. Click List View ! ‘tab
5. In Deposited From: field, select the required name . ;
from the drop-down Deposit From: e |

If more than one check has been itemized from the

selected household, a list of checks will appear.

6. Select the required check from the list

. . Continue
7. Click Continue
To Complete the NSF Check Entry:
NSF Cheque Entry

1. Click NSF Date: field
Note: The NSF Date should reflect the date on the bank notfification

2. Enter the date of the NSF charges as reflectedonthe =

bank notiﬁcation Amount $10.00 Bank Charge:
- Category Name(s): Chorus Admin Charge:
Note: The NSF Date should reflect the date on the bank naotification. Deposit Date 0210672013 Hemo -

Reason; Assign Bank Charges to:  General Activiies

3. Enter the Bank Charges if applicable
GL Name

4. Enter the Admin Charges if applicable oo

5. Click OK to complete the entry

NOTE: The Assign Bank Charges to: field reflects the
category assignment established in the School
Demographics.

The post to the ledger warning dialog box will open ot et porer

#) 2 The follwing ransaction il b posted tothe SchaclLecer 2 an S entry. Do you want o continue?
6. Click OK to post the charge to the ledger
7. Click OK to acknowledge the completion

of the process and return to the Non-Sufficient
Funds Menu

Microsoft Internet Explorer @

! 5 NSF Entry has been recorded.

-

Please refer to the User Guide: School Cash Accounting — Cash/Checks YTD Itemized, for further
information.
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4 Ledger Inquire

4.1 A user selected the journal entry transaction type when entering a record on the
ledger. | tried to modify it but it won't let me.* (District Level Only)

Modified on: Fri, 15 Nov, 2013
Resolution:

Journal entries cannot be modified or deleted. Contact helpdesk@kevgroup.com for further assistance.

4.2 Can astandard user modify a transfer on the Ledger Inquire?

Modified on: Fri, 15 Nov, 2013
Resolution:

When a transfer is posted to the ledger it is automatically reconciled with the current month, therefore a

standard user will not be able to modify the record. A District administrator will have to make the
modification.

4.3 In the Ledger inquire no records are loading on the screen. ?* (District Level Only)

Modified on: Fri, 15 Nov, 2013
Resolution:

You can change the current year back in the Program Maintenance, Table Maintenance, Lookup Table

Maintenance, Bank Accounts. Select the bank account and click on the Modify tab. You can change the
current year on this screen and then click the Check Mark to save.

If this is not the case then an odd character may have been entered in the transaction number filed.
Contact helpdesk@kevgroup.com for further assistance.
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5 Reconciliation

5.1 How does a standard user void a check?

Modified on: Tue, 12 Nov, 2013
Resolution:

The School Cash Accounting handles voids in the following manner:
© The Standard User is required to use the Reconciliation Module to void a check

© When the check is voided in the Reconciliation Module, the voided side of the check is stamped
with the last date of the current reconcile. This keeps everything balanced within that month
and does not affect the previously reported balances.

@ Monitoring stale dated checks on an ongoing basis will keep the ledger up-to-date and cut
down on the housekeeping tasks at year-end rollover.

Steps to Void a Check:

1. From Main Menu, General Activities group:

Select Reconciliation

Click Search tab to search for checks

Select required check

Click Void Check tab

. Complete dialog box ~ZXE Vo] Recancie

U AW

NOTE: Reason for the void action is mandatory School Gash

Outstanding Transactions | | Add Record | | Modify | | Search || Void Check || Journal Entry

A Are you sure you want to void this check?
Ifyes then enter the reason for the change.

The reason the void check is being made.

Transaction # Date Check Total
1383 09/20/2013 $540.00

Visible Records: 1 - 1 Total Records: 1

Wi« »r| M

Cancel Continue

7. Click Continue
NOTE: Only a District Administrator is able to void a check in Ledger Inquire.

Please refer to the User Guide — School Cash Accounting — Reconcile Monthly Statement on the
Resource Center.
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5.2 | have a school that voided a stale dated check, but then it cleared the bank.

How do | re-enter this?
Modified on: Mon, 11 Aug, 2014

Resolution:
The check will need to be re-entered in the Reconciliation module.
Steps to re-enter a stale dated check.

1. From Main Menu, General Activities

group:
2. Select Reconciliation
3. Click Add Record tab I Recanche
School Cash
N D
Outstanding Transactions Modify | | Search | | Void Check | | Journal Entry
Add Record
Date 02/03/2014 | 8] Debit 50.00
Category: Basketball - Credit:
Transaction Type: Check - GST Paid
Transaction # 88 GST Rebate
Description: Puplicate entry, previous check vd 100% Rebate
Memo: - Amount - No GST.
GL Department - 2”5“%“”"99'”5
VAR ¢
4. Enter check information again, as a check
transaction
5. Add a note in the Description area to
explain the duplicate entry
6. Click Save
NOTE: A warning message will appear warning that the check number already exists, Click OK to
continue.

5.3 | am receiving an application error when adding a record in the Reconciliation

module.
Modified on: Tue, Dec, 2013

Resolution:
Check to see what is entered in the transaction number field. This field can only contain numerical
values up to 10 digits. Anything else will cause an application error.

Note: This also happens on the ledger inquire.
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5.4 There is a difference on report 11K or 11M when trying to sign off the reconcile
month.
Modified on: Fri, 15 Nov, 2013
Resolution:

1. Checkto see that voided checks balance to 0.00.

i. Do a search on the Ledger Inquire with the word 'void' in the description field
ii. Sort by transaction number
iii. Total Found Set should equal to $S0.00

2. Checkto see if there were any reconciled NSF records that were modified to 0.00.
i. Do asearch on the Ledger Inquire with a transaction type = NSF.
ii. This could happen if an NSF record was deleted from the NSF module. It updates the ledger
record to a credit of 0.00.
iii. Modify the reconciled NSF record and re-enter the NSF amount as a negative credit.
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6 Year End Rollover

6.1 A bank account has the incorrect Year End date. How do I fix this?
*(District Level Only)

Modified on: Wed, 5 Mar, 2014
Resolution:

This correction can only be completed by a District Administrator.
Log into School Cash and open a selected bank account (does not have to be the current bank account
that needs to be updated).

Steps to Modify Year-End Rollover Date:

1. From Main Menu, My School
Information group:
Click Program Maintenance

Click Table Maintenance Table Maintenance
Click Lookup Table Maintenance Lookup Table Maintenance

Click Bank Accounts Bank Accounts

Click Search tab QOKeveroup Bank Account

School Cash

- ST
List View | | Modity | | Tax ion || earch || Deleted Bank Accounts |

Search Records

Branch # Debit Notice Text: [

S T

Bank Account Name:

School ~|  opening Baiance: ]
Date Of Balance: =

Select Currency

o sean

7. Select School Name from drop-down

Click Perform Search

9. All bank accounts associated with that school
will appear on the list

10. Select required bank account

11. Click Modify tab

®
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12. Click Year End Rollover Date: and modify to SREIPEE| Bank Account
the correct date School Cash

. Licup Variance— % Vantiens ]
List View Tax Information || Search | Deleted Bank Accounts
Modify Record
Bank Account Name: Student Activity Funds Signature Name: Mike Casey
Account#: 99999 Signature Position: Principal
Branch # 999 Debit Notice Text: This notice is your record of paym|
School Eagle High School ~|  Opening Balance 11747951
Select Currency: Canada-CAD v Date Of Balance: 083172011 [ 6]
Commercial Bank [rearEnd pate 033172014 | o]
Current Year 2011-2012 v
Account Flags
[¥] Enable Cashbox
[] Enable Purchase Order
[] Enable Budget Account Calculating Deposit Form
[] Enable Budget Account Checks YTD
[] Enable Budget Account Issue Checks
[] Enable Budget Account Transfers
[ Enable Budget Account Cashbox
[] Enable Modification For Categaries
[] Enable Modffication For Umbrellas
[¥] Enable Modification For Budget Codes
[] Enable Modification For Transaction Codes
[ Enable Mandatory Transaction Codes
[w] Enable Automatic Tax Receivable
LK R AN SN I R A

13. Click Save

NOTE: If you need to update more than one bank account for this school, click directional arrow to scroll
to the next record and repeat the modify steps above.

6.2 A school has current balance in the YrEnd Outstanding category.
How do I fix this?

Modified on: Fri, 23 May, 2014
Resolution:

School Cash Accounting offers several different reports that can assist in finding information regarding
the YrEnd Outstanding category balance:

1. Use Report 11 Customized Transaction Report- Search date range (oldest possible date to last
year’s Year-End rollover date) and verify that all transactions are assigned to the YrEnd Outstanding
Category. If not, this would mean that a transaction was modified back to the original category.
Any transactions assigned to other categories must be modified and assigned to the YrEnd
Outstanding category. All transactions must have the YrEnd Outstanding category unless they are
the negative debit side of a voided check.

OR

2.  Run Report #1 —Detailed Category Summary (All Transactions) and select just the YrEnd
Outstanding category. These transactions should all have a date prior to last year’s year-end
rollover date. Transactions dated after the Year-End Rollover date should be modified to a category
other than YrEnd Outstanding.

OR

3.  Run Report #15 —Modified Transaction Listing Audit Trail and search on the YrEnd Outstanding
category, to see if a YrEnd Outstanding category has been modified back to the original category.
These transactions must be modified back to the YrEnd Outstanding category.

OR

4. Run Report #15 —Modified Transaction Listing Audit Trail and search on the YrEnd Outstanding
category, to see if the debit or credit amount was modified to $0.00. If the transaction has not been
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reconciled, modify the amount to reflect the original amount. If the amount was modified to 0.00
and has been reconciled, add a record in Reconcile - Monthly Statements matching the original
record. An opposing transaction must always be created using the original category, and a negative
value. These two records will offset each other and will be cleared automatically.

OR

5. Generate Report 11M — Reprint Monthly Bank Reconciliation, Reconciliation Details, using last
reconciled month from previous year. Verify that the outstanding amount matches this year’s
opening balance for Yr End Outstanding category. If amounts do not match, verify transaction
details.

6.3 The Year-End Rollover Checklist Item #1 - Post all outstanding data entries,
indicates that there is an un-posted deposit. | do not have a deposit in process.

Why?
Modified on: Fri, 8 Aug, 2014

Resolution:

There may be a deposit in an alternative currency in process. For example: A US school could have a
deposit form in Canadian Currency that has a blank form or a deposit that has not yet been posted to
the ledger.

Steps to Find a Deposit Form in an Alternate Currency:

1. From Main Menu, Income Activities group:
2. Click Deposits/Receipts

3. Click Currency button at the top of the QKevgroup DepositReceipts
screen School Cash

Detailed Receipt || List View
Money handed in by:

Bills Rolled Coins Loose Coins Checks Detail

Qy  Amount Qy  Amount Qy  Amount aty Amount  Total

31 1% 16

35 5¢ 5

$10 10¢ 10¢

$20 25¢ 25¢

$50 s0¢ 50¢

$100 $1 $1

Total Bills: ~ $0.00 Total Rolled:  $0.00 Total Loose:  §0.00 Check Total 5000
Add Category Add Memo Cash Total: 50.00  Deposit Total: [Jl] ~ Balance: 50.00

Category Total: $0.00
Deposit# 7

Reference #

Date 10232013 ||

r

Total Amount: & Total Categories: 1| 1

SIS LRIR NI Form:1/1

O KEVgroup  Select Currency

4. Select alternative currency
5. Click Back to Deposit

School Cash Eagle High School - Student Activity Funds

@)
6. CIle continue at the wa rning message A‘mu have selected a non-default currency! Are you sure you want to confinue working with the USA - USD currency?

g

7. Post deposit form or delete the form
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6.4 The Year-End Checklist Item #7 - “There are transfer records on the ledger that
should be converted to debit/credit memos” is still showing as outstanding.” Why?
Modified on: Fri, 15 Nov, 2013
Resolution:

In Ledger Inquire, check for transfers that are occurring between regular school fund categories and
categories that are flagged as "do not include", "board funds", "cashbox", or "YrEnd Outstanding". You
may need to manually modify the transaction type to either a debit or credit memo. The Year End
Rollover process will not allow transfers to happen between the different umbrella types due to the fact

that certain funds are not reported on in the year end reports.

It may be necessary to consult with the District Administrator for assistance.

6.5 Error occurs when clicking 'Continue' to complete the year end rollover.

Modified on: Fri, 23 May, 2014
Resolution:

This is a bug in v3.0 and fixed in v4. The work around is to go into School and Category Information and
click on the opening balance for the YrEnd Outstanding category.

Re-enter the opening balance of 0.00 then save by clicking the check mark at the bottom of the screen.

© KEV Group Inc. ~29~ School Cash Suite — FAQ’s V4.7 (08/14)



7 Cashbox

7.1 How do I setup a cashbox in School Cash Accounting?

Modified on: Tue, 18 Mar, 2014
Resolution:

Please refer to the User Guide: School Cash Accounting - Cashbox on the
Resource Center.

The videos listed below will also provide some useful information:
Links to Cashbox setup procedures:
http://www.kevsoftware.com/clips/SchoolCashbox/
http://www.kevsoftware.com/clips/ClubCashbox/
http://www.kevsoftware.com/clips/GLCashbox/
http://www.kevsoftware.com/clips/GLCashboxReimbursement/

NOTE: The videos are based on an older version of School Cash Accounting, however the methods used
to create the Cashboxes remain unchanged.
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8 Program Maintenance

8.1 Iset up a new bank account, but the user cannot access it. Why?* (District Level
Only)

Modified on: Mon, 11 Aug, 2014
Resolution:

When a new school and/or bank account is set up, it must be added to the user’s login in User
Maintenance under the ‘User Schools’ tab and ‘User Bank Accounts’ tab. The bank account name will

then display in the “Please select a bank account from the list...” drop-down when the user logs into
School Cash Suite.

Please refer to the District Level user Guides - How to Use User Maintenance, for further information.

8.2 How do | add the new school year to the drop down?* (District Level Only)

Modified on: Mon, 11 Aug, 2014
Resolution:

1. From Main Menu, My School Information group:
2. Click Program Maintenance

3. Select Table Maintenance 2OV |Program Weintzrance
School Cash

Ledger History (Reports)

Account Seftings

4. Select Application Defaults ZNED | Table Maintenance

School Cash

Cash Drawer Maintenance
User Maintenance
ance

Lookup Table Maintenance
Login Tracking Report
Excej port

Program Maintenance

5. In Years section, enter new year
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6. Click Insert

Q) KEVgroup Application Defaults

School Cash Eagle High School - Student Activity Funds ~
Default Bank Account Logo: Officer Signature Image:

&Jjﬂé

Nofle selected No fle selected

(maximum image dimensions 250x100 pixels)

Tax Information;

Insert New Tax Record:

Start Date: Ta]  racype -

Bank Account Tax History Apply Tax Values To All Bank Accaunts
Start Date. Tax Type. Taxt Hame Taxt % Taxt Rebate % | Tax2 Name Taxa % Tax2 Rebate %

L4 05/1612013
0110172008 |esTapst  |asT | s00%| o8.00% | ST | 0.00%| 0.00%
o7I012008 |estapst  |esT | 5.00%| e.00% | psT | 000%| 0.00%
010171991 |esTa pst |esT | 7.00% | 88.00% | PST | 0.00%| 0.00%

<[

Visible Records: 1 - 4 Total Records: 4|

| I IO

Years:

2012-2013
2011-2012
2010-2011
2009-2010

9 Account Settings

9.1 How do I change the timeout length in School Cash Suite?*(District Level Only)

Resolution:

Modified on: Mon, 11 Aug, 2014

After a period of inactivity, your School Cash account will automatically “Log Off’. Work will be saved as
part of this feature. The default Timeout Max Length is 60 minutes.

NOTE: For security reasons, KEV does not recommend increasing the timeout length.

1. From Main Menu, My School Information
group:
2. Select Program Maintenance

3. C||Ck Account settings O KEvVaroup Program Maintenance

School Cash

Year-End Rollover Checklist

5 Step SetUp Process

Year-End Rollover Procedures...

Ledger History (Reports)
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4. Adjust Timeout Max Length: SIRERPOP | Account Setiings
School Cash

Program Maintenance Main Menu
Board/District
Enable Cashbox Enable Budget Account Calculating Deposit Form
[C] Enable Budget AccountIssue Checks [T] Enable Budget Account Transfers
[Z] Enable Budget Account Gashbax [C] Enable Budget Account Ghecks YTD
D Enable Purchase Order D Enable Delete Check and Check Modifications After Printed
Enable Deposit Form Modifications After Printed D Enable Quick Receipts
[C] Enable Include For Deposit [T] Enable Modification For Categories
[Z] Enable Modification For Umbrellas [] Enable Modification For NiA
D Enable Modification For Transaction Codes D Enable Mandatory Transaction Codes
Validate ltemized Checks [] Enable Mandatory N/A
[T] Enable Tax Modification [C] Enable Board Supplier
Enable Issue Checks Supplier Fuzzy Match Enable Void Check Warning
Enable Check Invoice Date [C Enable Roliover By School User
Enable Mandatory Reason [T Hide Vendor ID Numbers
Enable Low Gategory Balance Warning Allow Standard Users to Copy Categories Across Bank
Accounts
] Enable Tax Rebate Diference In Reports Enable Journal Entry Ledger/Reconcile Module for District
Support Staff
Enable Lockdown of Ledger
Timeout Max Length Student Number Length
60 0

5. Click Save
6. Click OK in the dialog box

10 School Information

10.1 Can | rename a category after it has been created?

Modified on: Fri, 15 Nov, 2013
Resolution:

The ability to modify categories is an Account Setting, activated by the District Administrator.
Steps To Modify a Category Name:

1. From Main Menu, My School Information
group:
2. Click Category (Chart of Accounts)
3. Select required category
4. Click Modify tab SR Catagory Inonmation
School Cash

i U S

Green High School

School - School Funds v

Sehool Funds Opening Bank Balance Combined Category Total
Current Bank Balance: $226,824 23 $132,277 86 = $132,277 86

GEEE LR As of: 07/01/2008 As of: 07/0172008
List View Search || Category Umbrellas | | GL Department || GL Name

Modify Record

|Ca|agnry Name:  [Computer/Tech Supplies | Budgeled Expense:

Cal # 5-4405 00 Budgeled Revenue:

Opening Balance:  [114.80 Contact Name ANZALO
(e :

s Trusts V| Contact Email

W [e|[ ][ v Tw] [ [a]] 7] lax

5. Edit Category Name
6. Click Save
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10.2 | tried to delete a category but it won't allow this as it says it is being referenced in
other transactions. When | do a report 1 or 2 on this category it shows no
transactions in the report so what do you think is wrong?

Modified on: Tue, 17 Dec, 2013

Resolution:

The category may be reference on Report #15 - Modified Transaction Listings Audit Trail, therefore it is
still attached to a transaction for the current year. It will only be able to be deleted after the year end
rollover has been completed as long as the current balance is 0.00

10.3 How do | add an umbrella type?* (District Level Only)

Modified on: Fri, 11 Jul, 2014
Resolution:
Only a District Administrator is able to create a new umbrella type.

Steps to Add a New Umbrella Type:
1. From Main Menu, My School Information

group:
Click Program Maintenance

Click Table Maintenance Table Maintenance
Select Lookup Table Maintenance Lookup Table Maintenance

Click Currency Presentation and Styles

Click Umbrella Types tab O KEVgroup Base Tables
School Cash

Lo warerarcs——§  Wanven ]

coins | | Bils | [ Localizations || user Positions |[[ Category umbrelia Types | | Boara Resources |

o v A~ wN

| Do not include in Yr. End

< >

Visible Records: 1 - 15 Total Records: 15
[EIE KR S Dl

7. Click Insert Row icon on toolbar at bottom of
screen

8. Complete all fields

9. Click Save
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10.4 A bank account has the incorrect Year End date. How do I fix this?
* (District Level Only)
Modified on: Wed, 21 May, 2014
Resolution:
This correction can only be completed by a District Administrator.

Log into School Cash and open a selected bank account (does not have to be the current bank account
that needs to be updated).

Steps to Modify Year-End Rollover Date:

1. From Main Menu, My School Information
group:
Click Program Maintenance
Click Table Maintenance
Click Lookup Table Maintenance

Click Bank Accounts Bank Accounis

Click Search tab O Keverow Bank Account
School Cash

= T
List View | | Modify | Tax ion | [ Search || Deleted Bank Accounts |

Search Records

A

Bank Account Name: [ Signature Name: ]

Account #: ] Signature Position: [

Branch # 1 Debit Nofice Text: ]
School [ V| Opening Balance 1

Select Currency v Date Of Balance: [

Parom soa | sl

7. Select School Name from drop-down

Click Perform Search

9. All bank accounts associated with that school
will appear on the list

10. Select required bank account

11. Click Modify tab

12. Click Year End Rollover Date: and modify to ZXEow | Bark Account
the correct date School Cash

O S ST T

List View [ Modity || Tax information | [ search || Deleted Bank Accounts |

®

Modify Record

Bank Account Name: Signature Nam
Branch # Debit = [This notice is your recor
Select Currency: Date OF Balance: (0873112011 [ 6]
Commercial Bank [Credit Union ] [Year£na Date 03312014 3|
Current Year

Account Flags.
[Vl Enable Cashbox

[ Enable Purchase Order

[] Enabie Budget Account Caiculating Deposit Form
[ Enable Budget Account Ghecks YTD

[ Enable Budget Account Issue Checks

[] Enable Budget Account Transfers

[ Enable Budget Account Cashbox

[] Enable Modification For Categories

[] Enabie Modification For Umbrellas

¥ Enable Modification For Budget Godes

[ Enable Modification For Transaction Codes

[] Enable Mandatory Transaction Codes

[ Enable Automatic Tax Receivable

[l D[ el ][]

13. Click Save

NOTE: If you need to update more than one bank account for this school, click directional arrow to scroll
to the next record and repeat the modify steps above.

© KEV Group Inc. ~35~ School Cash Suite — FAQ’s V4.7 (08/14)



10.5 How do | change the name of a school?* (District Level Only)

Resolution:

1. From Main Menu

2. Select Program Maintenance
3. Select Table Maintenance

4. Select School Maintenance
5.
6
8
9

Select the School that requires the name change

. Click Modify tab
. Enter the new information
. Click Save

10. Click Main Menu

Modified on: Thu, 17 Apr, 2014

10.6 How do | delete a school?* (District Level Only)

Resolution:

We do not recommend deleting a school as the history will be lost.

Modified on: Mon, 31 Mar, 2014

We suggest you create a new district in Board Maintenance and attach the school to this district.

The school will still be available for viewing history but will no longer appear on the district reporting.

If you no longer want it to appear in the school drop down list when you log into School Cash, then

remove school in the User Maintenance from your login.
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11Reports

11.1 Can a wild card search (*) be used to create a report?
Modified on: Fri, 16 Aug, 2013
Resolution:

No, wild cards (*) are used in report searches.

11.2 What report can | use to see if there are any missing checks on the Ledger Inquire?
Modified on: Fri, 16 Aug, 2013
Resolution:

Report 11A Transaction Report Detailed by Transaction Type can be used.
Steps to Generate Report 11A — Transaction Report Detailed by Transaction Type:

1. From Main Menu , My Reports group:

2. Click Reports Menu

3. Select Report 11- Transaction Reports
Various

4. Select Report 11A — Transaction Report
Detailed By Transaction Type

5. Select Transaction Type — Check  KEVgroup _ Category Report & togou
School Cash

R Eovar o oo

Category Report

Sort Report By:
[] Select All Transaction Types Obate

O Transaction Typei#
1
Show:
Dehitlv!emu [[]Category Name
Deposit []Split Transaction

i i v
Direct Deposit []Receipt Number (Deposit Transactions Only)

6. Sort by Transaction #
7. Click Continue to generate report

NOTE: Missing check numbers are indicated by asterisk (*).

11.3 How do | know if a transaction has been modified?
Modified on: Fri, 16 Aug, 2013
Resolution:

Report #15 — Modified Transactions Listing Audit Trail tracks all modifications created in a bank account.

Please refer to the District Level User Guides: School Cash Accounting — How to Use District Level Reports,
on the Resource Center or refer to the User Guide: School Cash Accounting — Reports, for further
information.

Steps to Generate Report #15 — Modified Transactions Listing Audit Trail

1. From Main Menu , My Reports group:
2. Click Reports Menu
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3. From District Reports menu: District Reports

Select Report 15- Modified Transactions

Listing Audit Trail 14. Tax Rebate Reports
For Board Submission

15. Modified Transactions
Listing Audit Trail

16. Cash Flow Overview
Summary Of Income & Expenses

17. Cash Flow Overview OF
Revenue & Expenses For
Categories

18. Government Reports
GL Reimbursement Reports

* District Level Reports

4. Select Date Range or Month to Reprint
5. Click Continue

11.4 What history reports are available in School Cash Accounting?
Modified on: Thu, 19 Jun, 2014

Resolution:

School Cash Suite offers access to historical data. The historical research will be based on the number of
years the district has used School Cash Suite. Historical data research can be based on category
information, or school information. In the Ledger History (Reports) menu there are several reports that
offer date range selections. Reports can be generated on either a School or District Level. Reporting can
be based on a selected school year or a selected date range. Some districts have a “Year End” date of
March 31. To allow for this situation, select “Crossover” in the School Year, to base your fiscal reporting
to a true school year reporting April to March.

O Ledger History (Reports):

NOTE: Standard Users will only have access to “School Reports” listed on the left. Reported
information is based on the last completed year end rollover in School Cash Accounting.

Steps to Access Ledger History Reports:

1. From Main Menu, My School Information group:
2. Click Program Maintenance
3. Select Ledger History (Reports)
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Q) KEvgroup Ledger History (Reports)

School Cash Eagle High School - Student Activity Funds -
School Reports District Level Reports
1. Detailed Category Summary * Summary Statement Of Finance (Year End)

{All Transactions) X i
* Overview Statement Of Finance (Year End)

10. Trial Balance

(Umbrella Date Range) * Summary Schedule Of Activities Fund (Year End)

1. Customized Transaction Report * QOverview Schedule Of Activities Fund (Year End)

11K. Reprint-Monthly Bank Reconciliation * Bank Service Charges For All Schools

11L.  Reprint-Monthly Bank Reconciliation * Tax Rebate

(Overview Of Categories) * Umbrella Summary Report

14.  Tax Rebate Reports * Umbrella Overview Report
For Board Submission

* Loss Revenue NSF Checks
18. Government Reports

* Schedule E - Summary
YTD History Report

* Schedule E - Overview

Program Maintenance
Main Menu

Ledger History (Reports) — Display

History Reports that are available through the Reports Menu:
© Reports based on School Year selection include:
Report #1 — Detailed Category Summary (All Transactions)
Tax Rebate Report Previously Submitted

© Reports that include both a school year selection and date range
Report #2 — Detailed Category Summary (Select Date Range)
Report #3 — Detailed Umbrella Category Summary
Report #5 — Overview Umbrella Category Summary (Select Date Range)
Report #9 — Trial Balance (Category Date Range)
Report #10 — Trial Balance (Umbrella Date Range)
Report #11- Customized Transaction Report
Report #11K — Reprint Monthly Bank Reconciliation
Report#11L — Reprint Monthly Bank Reconciliation, Overview of Categories
Report #11M — Reprint Monthly Bank Reconciliation, Reconciliation Details
Report #13 — Transfer Report
Report #15 — Modified Transaction Listing Audit Trail
GL Name Umbrella Report
Journal Entry Report

@ District Level Reports that include a school year selection
Umbrella Reports — Overview Report (School Year selection only)

O District Level Reports that include a date range selection
Vendor 1099 — Summary Report
Vendor 1099 — Overview Report
Vendor 1099 — Listing Report

@ District Level Reports that include both a school year selection and date range
Summary Statement of Finance
Overview Statement of Finance
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Summary Schedule of Activities Fund

Overview Schedule of Activities Fund

District Level Tax Rebate Report

Umbrella Reports — Summary Report

School Generated Funds Report — Summary Report
School Generated Funds Report — Overview Report
Customized Transaction Report

Deposit Statement — Summary Report

Deposit Statement — Overview Report
Payment/Invoice Comparison Report

Category Report

Please refer to the User Guide: - School Reports document on the Resource Center. Additional report
information can be found in District Level User Guides: School Cash Accounting — How to Use District
Level Reports on the Resource Center.

11.5 When I run the GL Reimbursement report it does not display any transactions.

Resolution:

Modified on: Thu, 22 May, 2014

The reimbursement category has to be selected in School Demographics. Also the transactions have to
have a GL department assigned to them in order for the report to generate correctly.

If transactions are still not displaying on the report check the previously submitted reports to see if they
have been signed off already.

11.6

Is there a report that shows the commercial bank that each school uses?

Resolution:

The Bank Accounts report lists bank accounts by Commercial Bank.

Steps to Generate Report:

1.

vk W

From Main Menu, My School Information

group:
Click Program Maintenance
Click Table Maintenance

Click Lookup Table Maintenance

Click Bank Accounts

© KEV Group Inc. ~40~

Modified on: Fri, 15 Nov, 2013

Table Maintenance

Bank Accounts

Lookup Table Maintenance

School Cash Suite — FAQ's V4.7 (08/14)



6. Click Print

This will print off a report by commercial bank.

9 KEVaroup  Bank Account
School Cash Eagle High School - Student Activity Funds v
=]

List view | | Modiry | | Tax || searcn | | Deteted Bank Accounts |
Bank Account Name Account # Branch # School Select Currency
¢ Alumni Foundation 99999 999 Eagle High School Canada - CAD
Gentral Office: [E3 [EX) | Administration Departments | Canada - caD
International Travel JEEEEE] EEE | Eagle High School | canada - caD
Petty Cash E . | Lakeview Elementary | canada - caD
Schedule B | 99939 |asa | Test | canada - can
School Funds | s9999 EEE | Apple School | canada - caD
School Funds [EEEEH] [E) | Lakeview Elementary |usa-usp
School Generated Funds [ | 598 | Lakeview Elementary | canada - caD
Sthool Trust | 99999 | 999 | Thames Sehool | canada - cap
Special Fund | 99988 |99 | Eagle High School | canada - can
Student Activity Funds ‘ 99999 | 999 Eagle High School Canada - CAD
Student Activity Funds | 99388 |99 | Dowms school | canada - can
< >
Visible Recards: 1 - 12 Tolal Records: 12
‘EEEEEE

12 Printing

12.1 When trying to print a report | am taken to the login screen when I click on the

printer icon.

Resolution:

Adobe could be corrupted. Try re-installing Adobe.

Modified on: Tue, 18 Mar, 2014
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School Cash Catalog

1 Creating Iltems

1.1 When creating an item | am receiving an error.
Modified on: Tue, 17 Dec, 2013
Resolution:

The error could be occurring as a result of the length of the Option Name that was entered. The field
accommodates a maximum of 50 characters.

1.2 The options are appearing out of order on items such as Pizza Days. Confusing to
the parents on the parent site.
Modified on: Wed, 26 Mar, 2014
Resolution:

The Option names list alphabetically on SCO so if they are using dates for Option names, they should set
them up like "March 25 (Tuesday)" to display in order.

1.3 Can| edit an attachment to be ‘Required’ instead of ‘Optional’?

Modified on: Mon, 11 Aug, 2014
Resolution:

Not at this time. The attachment will need to be expired/deleted and reattached accordingly.
Steps to Delete Item Attachment:
1. From Main Menu, My School Store group:
Click School Cash Catalog
Select required item

Verify that no purchases have been made

Click Manage Attachment

List of Items i

A

......
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6. Click Delete

Edit Attachments for Item: Grade 9 Business Trip

Attachments for this item: | MeAachment

‘Course: BUSTO1-01 Jones, Mr.

= Created 142872014
3 ]

7. Click New Attachment School Cash
8. Proceed with new ’required’ attachment Edit Attachments for Item: Grade 9 Business Trip

Attachments for this item:

NOTE: If the item has already been purchased, the item must be expired and a new item and attachment
created.

Please see User Guide — School Cash Catalog — How to Manage Items on the Resource Center for further information.

1.4 Dol need to attach items to every new student that registers?
Modified on: Mon, 11 Aug, 2014
Resolution:

After you have attached students to an item School Cash will automatically attach any new qualifying
students to active items when they enter the system (eg.: School Cash Catalog has an item for a Grade 8
field trip. A new student enrolls in Grade 8. The student will automatically be attached to the item when
the system receives the nightly SIS file.)

1.5 Explain what happens when students leave the school and they still have
outstanding fees.
Modified on: Mon, 11 Aug, 2014
Resolution:

The inactive student will remain attached to the items. School Cash Register V 4.7 now includes the
ability to search for an inactive student, in order to accept payment for an outstanding item.

|student Last Name, Firs [Student 1D |cuardian Last Name, Fir

Include inactive students @

n  Close Qut  Print -

Select Close

School Cash Register — Student Search (V 4.7) — Display
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The School Cash Catalog, Student Balance report will allow the user to search for the inactive student, in
order to review their balance.

Steps to Generate Student Balance Report for Inactive Student:

1. From Main Menu, My School Store group:

2. Click School Cash Catalog

3. Click Reports tab

4. Select Student Balance Report School Cash -"'””

port | Batch Report | Payment

nation Report | Category Report | Item Order Repart | Item Option Regort | ltem Attachment i

Student Balance Report

® Find By Grade ® Sorted by Last, First Name
Al Grades =
Find By Homeroom Sorted by Mumbes

User guide Refund Polic

5. Complete the form details

NOTE: If the student is “inactive” de-select
Active Student checkbox

6. Click Generate

In addition the School Cash Catalog View Student Attachments feature will allow the user to search for an
inactive student and view any items attached to the selected student.
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Steps to View Student Attachments for Inactive Student:

1. From Main Menu, My School Store group:

Click School Cash Catalog

Click Student Attachments tab

Complete the form details School Cash

Eagle High Schoal

PwnN

View Student Attachments

NOTE: If the student is “inactive” Include
inactive student: checkbox

5. Click Search

Item details will be displayed at the bottom of
the screen.

The Item Attachment Report now includes a filter to allow the user to see inactive students.
Steps to Use the Item Attachment Report

1. From Main Menu, My School Store group:
2. Click School Cash Catalog
3. Select Reports Tab School Cash

Exgle High Sehool

List of Items i

Active - 2 - Al - - Eagle High School

4. Select Item Attachment Report School Cash

5. Complete the form details School Cash
6. Click Include Inactive Students checkbox

Item Attachment Report

Search by Attachment: . Sort By:

Click continue to find all or select a date

7. Click Generate

1.6 Explain what happens when a student changes schools in the same district and

they still have outstanding fees. Who is responsible?
Modified on: Mon, 11 Aug, 2014
Resolution:

Same as above (original attachments remain at the previous school). Items do not follow the student to
the new school.

TIP: A copy of the student’s statement could be forwarded to the new school.

Please refer to User Guide: School Cash Register — How to Print Reports on the Resource Center.
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1.7 How can | create an item with options?

Modified on: Mon, 11 Aug, 2014
Resolution:

Please refer to the User Guide — School Cash Catalog — How to Create an Item on the Resource Center.

1.8 How does the Effective Cut-Off Date work?

Modified on: Mon, 11 Aug, 2014
Resolution:

The date entered should indicate the end of the grace period that the student must pay if they are
enrolled in the course. After this date, course attachments will remain attach until paid, even if the
student should drop the course.

Steps to Enter An Effective Cut Off Date:

1. From Main Menu, My School Store group:
2. Click School Cash Catalog

3. Create an ltem

4. Click Attach School Cash

List of Items
Acwve - Wz - A Bl

Item Name
R 20 01 BT B T

5. Click Course

6. Enter Effective Date

Create Attachment: Math 200 2013-2014 - Basic Geometry Term 2 i

Asach Studenis.

1.9 Can | edit an Effective Cut-off Date?

Modified on: Mon, 11 Aug, 2014
Resolution:

No. You would need to delete the attachment, edit the Cut-off Date and attach again.

1.10 How is the student database maintained?

Modified on: Mon, 11 Aug, 2014
Resolution:

Districts upload a nightly Student Information file which sweeps and refreshes the data. Any new
students auto-attach to items based on the qualifying attachment type. If a course record is no longer
included in the scheduling file the attachment will drop from the student’s profile if it's before the
Effective Cut-off date.
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1.11 How do recurring payments work?

Modified on: Mon, 11 Aug, 2014
Question:

We are unsure of how the recurring payment program should work. When we create a catalog item and
we say that we would like 8 payments. This is because we would like all of the money prior to May 31
(Last payment would be May 1 if payment plan is set up in September). So the question is, if the parent
goes in to pay in November (first payment coming out Dec 1), do they still have 8 payments to choose
from, or does school cash adjust for the fact that the full amount needs to be paid by May 31 (there for
the parent only has 1-6 payments to choose from?

Does the system account for this or does a new catalog item have to be created every month showing one
less recurring payment option so that full payment will still be complete by May 31°?

Resolution:

If all payments are to be made by May 31, the secretary will have to go in and edit the maximum number
of payments allowed each month. The program works with the preset maximum number of payments
entered. Therefore if the number of payments is set to 8, the parent is allowed to choose 8 whenever
they pay until the item has expired.

1.12 How does a parent cancel a recurring payment or schedule?

Modified on: Mon, 11 Aug, 2014
Resolution:

Your District Administrator must send a request to the KEV Help Desk with the following information:
) District

School name

Guardian name who created schedule

Student name

Item Name

Payment amount

Note: V4.8 allows the school user to cancel a recurring payment

© 0 OO0 0

1.13 My course attachment no longer displays any students attached to the item.

Modified on: Mon, 11 Aug, 2014
Resolution:

Something may have changed in your Scheduling data. If any of the following fields change in the
Scheduling SIS file, that is uploaded nightly, a new course is created and the attachments will drop:
Q@ Course_Code
Q@ Course_Code_Section
9 Course_Semester
9 Course_Term

The item will need to be attached to the course again. It may be necessary to consult your Student
Information, IT contact.
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1.14 What should | do when | receive a notification of a rejected online payment?
Modified on: Mon, 11 Aug, 2014
Resolution:

KEV has already notified the parent, reattached the item and marked it as ‘Rejected’. The item is now
available for repayment on School Cash Online.

NOTE: It is possible for the parent to come to the school and payment be made through School Cash
Register. Payments accepted through School Cash Register are automatically updated on School Cash
Online accounts.

1.15 Why can’t | see receipts for some payments?
Modified on: Mon, 11 Aug, 2014

Resolution

They were online payments. Receipts for online payments are not available in School Cash. Only the
parent would have access to them through their School Cash Online account. The Item Attachment
Report in the School Cash Catalog shows all payments made (whether online or through the Register).

NOTE: V4.7 Batch report displays the School Cash Online Receipt Number.
Steps to Generate Item Attachment Report:

1. From Main Menu, My School Store group:
2. Click School Cash Catalog
3. Click Reports School Cash ==

List of Items i

Acwe  « upmE . A - m - EageHighSchoo  « a
4. Select Item Attachment Report School Cash

5. Enter required filter options

201272013

Click continue ta find all ar seler

Report Start Date Report

Include Inactive student:

6 CIICk Generate Item Attachment Report

Sehool: Eagie High Scheo

2122013

Click continue to find all or select a date

Report Start Date Report End Date Payment date

All Homeraoms

Please refer to User Guide: School Cash Catalog — How to Generate Reports on the Resource Center.
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1.16 Why did a student attach to last year’s fees, when they were not enrolled the
school?

Modified on: Mon, 11 Aug, 2014
Resolution:

If a district sends “pre-reg” student files and accidently omits the ‘p’ indicator in the grade information
the new students will be auto attached to existing grade attachments (or any ALL STUDENT attachments)
in the current year.

1.17 Why do | get the message “no items eligible for refund” when | am trying to

refund an item?
Modified on: Mon, 11 Aug, 2014
Resolution:

Refunds can only be issued on a paid item in the year that the fee was created.

For Example:
An item was created in the school year 2012-2013
The payment was made in Dec. 2013 which is in the school year 2013-2014.

In this instance a check will have to be issued manually in School Cash Accounting to refund the item.

KEV recommends expiring the current fee and creating a new one for this year and every school year to
allow you the option of refunding when required.

For reporting purposes the 'ltem Option report" has a 'crossover' option you can select if you need to
report on the 'Duplicate Diploma' fees for multiple years.

1.18 Why do some students have duplicate attachments?
Modified on: Mon, 11 Aug, 2014
Resolution

Check your attachments by going to Manage Attachments in the School Cash Catalog. You may have
attached twice using different ‘types’ of attachments.

Steps to Use Manage Attachments:

1. From Main Menu, My School Store
2. Click School Cash Catalog
3. Click View Items
4. Using fee list on the left side of the panel,
select required fee
5. Click Manage Attachments School Cash

Eagle High Schosl

List of Items | i

o School Agendas 2103-2014
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1.19 Why does an attachment disappear when there is a partial refund?
Modified on: Mon, 11 Aug, 2014

Resolution:

If the student owes money for an item and a refund (in any amount) is issued, the obligation is
automatically removed. The item will need to be reattached to the selected student.

Please refer to User Guide : School Cash Catalog —How to Process a Refund on the Resource Center.

1.20 Why isn’t my item auto-attaching to new students when they enroll?
Modified on: Mon, 11 Aug, 2014

Resolution:

The auto-attach feature is disabled when the item is expired (passed the end date). It will be necessary to
edit the item end date in order for the auto attachment to be active.

2 School Cash Catalog Reports

2.1 How do I print a report listing the students with outstanding fees?
Modified on: Mon, 12 May, 2014
Resolution:
Option 1:
iv. Use the Item Attachment Report. For “Show”, select “Unpaid”. This report will display the
students that have not paid for the item that you have selected.
v. Then still using the Item Attachment Report, for “Show”, select “Partial Payment”. This report
will display the students that still need to pay a balance of the item.
Option 2: Use the Item Attachment Report. For "Show" select "All". This report will display everything
but it is the best one to show you the total amount still owing.

Steps to Generate Iltem Attachment Report:

1. From Main Menu, My School Store
2. Click School Cash Catalog

3. Click Reports
4

Select Item Attachment Report

Item Attachment Report

Optional Filters

5. Select Name of Item
6. Click Generate
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NOTE: The amount of any outstanding balances  Esetsnsaoa e achment Repot- Schol st

Accounting Workbook 10 2012/13 68 Reco
n

will be displayed in the Owing column

Student # Student Name Homeroom  Total Paid  Waived Refunded [Ouing| Purchased Item Name Payments
16271 Anderson, Kaity $3400 5000 5000 5000 53400 | Accounting Warkbook 10
1213

10151 Anderson, Samantha $3400  $3300 $000  $000 $0001/23/2013 unting Workbook 10 $34.00 - CreditCard (Or
01/23/13

2012/13

8405 Bakken, Colby and Katslyn $3400 5000 $000  $000 $3400 Accounting Workbook 10 S
20113

< >

2.2 | need areport that will show me who purchased a specific item such as a
yearbook. | want to see everyone that is going to receive one so it could be fully
paid or a portion waived or fully waived. The balance owing would be 0.00.
Modified on: Fri, 15 Nov, 2013
Resolution:

Use the Item Attachment Report. For “Show” select “All”. Use the export feature and select CSV (ie: filter
on the Owing = $0.00 to find who is accounted for whether it's paid, waived, etc) using Excel

3 Public Items

3.1. Howdo I refund a public item?
Modified on: Thu, 19 Dec, 2013
Resolution:
In School Cash Catalog, the user would select the item that was being refunded then click the tab 'Refund'.
The payments available for refund will be displayed. Select the item, enter the refund amount and
reason. The refund will then be applied the way it was paid. For example, if they paid by credit card it will
go back on the same credit card.

3.2. Canladd a link to my school's web page that will take you directly to the public
items page?
Modified on: Thu, 17 Jul, 2014
Resolution:

The link would be the District’s School Cash Online URL with /fee on the end.
For example: https://yourdistrict.schoolcashonline.com/fee

3.3. Howdo | create an unlisted public item?
Modified on: Wed, 12 Mar, 2014

Resolution:

Please refer to the User Guide: — School Cash Catalog — How to Create an Item on the Resource Center

4 Refunds

4.1 Issuing refunds
Modified on: Fri, 11 Jul, 2014

Resolution:
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1. Refunds can be issued in School Cash Catalog if they are within 120 days of purchase and are in the
same current school year that the item was created in

2. Refunds can be issued in School Cash Register at any time.

4.2 How can | see the comment entered when an item was refunded?

Modified on: Thu, 17 Apr, 2014
Resolution:
Currently the best way to look up the refund comments is to generate the Item Order or Item Attachment

report filtering on refunds. Then run the closeout report that corresponds with the refunded date to see
the comments.

5 Recurring Payment Schedules

5.1 How does a parent update the credit card information on a recurring (scheduled)
payment?
Modified on: Tue, 15 Apr, 2014
Resolution:

When logged into the School Cash Online site click on the Payment History tab. Locate the scheduled
item and click on "Change Payment Method". Enter the new credit card information.

5.2 How do | cancel a recurring payment? *Only available in v4.8 and higher
Modified on: Tue, 15 Apr, 2014 at 2:27 pm
Resolution:

To cancel a recurring payment schedule in v4.8 go to:
1. School Cash Catalog

2. Click on Student Attachment Tab

3. Search on student name

4. Click on 'View' under Scheduled Payments

5. Click on 'Cancel payments' under Options
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School Cash Register

1 Check Out

1.1 What happens when students leave the school and they still have outstanding fees?
Modified on: Mon, 11 Aug, 2014
Resolution:

The inactive student will remain attached to the items. School Cash Register V 4.7 now includes the
ability to search for an inactive student, in order to accept payment for an outstanding fee.

NOTE: It is not possible to issue a refund to an inactive student.

n  CloseOut  Print

School Cash Register — Student Search (V 4.7) — Display

1.2 How do | add a new cash drawer for School Cash Register?

Modified on: Mon, 11 Aug, 2014
Resolution:

Version 4.7 of School Cash Suite will allow the user to create a new cash drawer.
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Steps to add a New Cash Drawer:

1. From Main Menu, My School Information
group

2. Click Program Maintenance

Select Table Maintenance

4, Select Cash Drawer Maintenance

w

5. Select bank account from drop-down
6. Click New Cash Drawer

7. Enter a Name for the new cash drawer eg.:
Cash Drawer B

8. Enter a Number for the new cash drawer eg.:

2 if this is the second Cashdrawer associated
with the selected

9. Select the appropriate category for
Over/Under Accounting

10. Click Save Cash Drawer

~54~

) KEVgroup Table Maintenance

School Cash

Eagle High School - Student Activity Funds -

Board Maintenance

School Maintenance

Cash Drawer Maintenance

User Waintenance
Securty Maintenance
Role Maintenance
User Roles
Lookup Table Maintenance
Login Tracking Report
Exceptions Report

Application Defaults

Program Maintenance

Main Menu

Q KEVgroup Cash Drawer Maintenance
School Cash

Bank Account Eagle High School - Studs +

Cash Drawer: Select Cash Drawer.

Eagle High School - Student Activity Funds -

Rd| MNew Cash Drawer

@ KEVgroup  Cash Drawer Maintenance
School Cash
e

Bank Account Eagle High School - Studi +

Cash Drawer: Cash Drawer B -2

Rl New Cash Drawer

£ Log Out

Eagle High School - Student Activity Funds -

Name: Cash DrawerB

| | Number. 2

Activate: 01/21/2014

Float 000

Permitted Payment
Methods

Credit Card Cash

73 Deactivate:

check

E

Over/Under Accounting:
Category Name Category Number
Cash Overage/Shortage ~ (0100020000

NiA Transaction Code

Cancel
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1.3 How do I record an NSF Charge and Payment
Modified on: Mon, 11 Aug, 2014
Resolution:

Please refer to the User Guide: — School Cash Register — How to Record an NSF Charge and Payment on
the Resource Center.

1.4 Where do the comments appear when entering a payment?
Modified on: Wed, 19 Feb, 2014
Resolution:

Comments entered can be seen on the following:
© -SCR Close Out Report (Sales Activity Summary by Student section)
@ -SCR Payment Details (select underlined item name in Item History)
@ -SCR Statement
O -SCR Receipts
© .SCC Category Report

Steps to add Comments:

1. From Main Menu, My School Store:
2. Click School Cash Register

3. Search for the required student I |
|a |student 1o |Guardian Last Name, Fir |

[Finclude inactive students

+ Last Name First Gr D Date of Birth
Abell, Miguel 12 8875 01/01/2009 o
[0 Abraham, Brittany 12 343 01/01/2009
[[]  Abraham, Jamin 11 17620 01/01/2009 £
[F]  Adams, Brody 10 8354 01/01/2009
[ adams, Carter 10 16961 01/01/2009
[[]  Adams, Charles 10 8271 01/01/2009
[[] | Adams, Cole 10 8206 01/01/2009
[l Adams, Rebecca 10 8425 01/01/2009
[ Allan, Siena 11 1173 01/01/2009
] Allarie, Joey 10 17025 01/01/2009
] Alm, adria 10 8275 01/01/2009
[ Anderson, Branden 10 8454 01/01/2009
[ Anderson, Cheyanne 12 14044 01/01/2009
[[]  Anderson, Cody 10 1108 01/01/2009
[] = Anderson, Dylan 10 8274 01/01/2009 -
First Previous '1 2| 3| 4 5 |Next Last
Select Close
!| Searh Mem History Refunds Group Collection  Modiication  Close Out  Print =
Checkout i

wea
ta Date. Charges  Qwed

200000 1.000.00 0.00 000 100000 Grant
60.00 30.00 000 000 30.00 As per 2012
principal
¥ Lost Textbook 2500 000 0.00 000 2500 biologytent | 201212013
Dok
¢ Lost Textbook Full Payment 25.00 0.00 0.00 2500 0.00 Math 20122013
B Textnook

& [Ful Paymeni[= 500 [ 000 500 o[ 20122012
5 80000 10000 000 o000 70000 20122013

Totals §2,915.00 §1,130.00 $0.00 $30.00 $1,755.00

Grand Totals. $2,815.00 §1,130.00 $0.00 $30.00  $1755.00

Total Price Charge $30.00

Checkout
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Comments can also be added when items are attached to students in School Cash Catalog.
Steps to Add Comments in School Cash Catalog:

1. From Main Menu, My School Store
Click School Cash Catalog

Create the item

Click Attach

Enter any Comments in the Comment field

Create Attachment: Planners 2013-2014

ok wnN

6. Complete Student Attachment

1.5 Is there an option to do a combo payment in the Register?
Modified on: Thu, 3 Apr, 2014
Resolution:
There is no option to do a 'combo' payment in School Cash Register.
To enter a combination of tenders against one item you would do a partial payment in one tender and

then do the rest as a 'full payment' or another partial payment (if not paying completely) for the other
tender.

1.6 How do you record an overpayment of a fee?
Modified on: Fri, 21 Feb, 2014
Resolution:

There are a few of options for overpayment.

1. Avariable item can be created in School Cash Catalog called Overpayment. When a parent overpays
for an item, in the School Cash Register, the school user clicks Add Additional Item to enter the
amount.

2. Apply the overpayment amount to another item.
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2 Close Out

2.1 | have closed out my cash drawer, but it did not balance. How do | adjust the
deposit?
Modified on: Mon, 11 Aug, 2014
Resolution:

The deposit form must be balanced. Add the deposit to Ledger and then Modify.
NOTE: Always verify the Close Out details displayed in Step 3 of the Close Out before continuing.

Please refer to User Guide: School Cash Register — How to Close Out Cash Drawer document in the
Resource Center.

2.2 We had a school that put $25.00 in the cash drawer when they did a closeout. They
should not have left anything in the drawer. How do we fix this?
Modified on: Mon, 11 Aug, 2014
Resolution:

The School Cash Register will need to be closed out again to deposit the $25.00. In Step 2 of the School
Cash Register Close Out enter, the float amount in Cash in Drawer cell and remove the float amount from
the Cash to Leave in Drawer. Continue with the balance of the Close Out.

Daily Close Out: Step2

1

Sales Period: 10/12/2013 08:44:47 PM - 02/07/2014 10:39:38 AM

Enter the cash amount from you cash drawer, then select Continue.
If you need to change the amount of cash in the drawer, please enter it at this time.

Starting Cash | Cash in Drawer Cash to leave in Drawe Cash Deposit Balance
$0.00 |s25.00 [o.00 $25.00

School Cash Register — Close Out Step 2 — Display

2.3 lused the Add Additional Item but it wasn’t included in my receipt.

What happened?
Modified on: Mon, 11 Aug, 2014
Resolution:

You have to complete the attachment before transacting it. Press Enter to close the line before choosing
a Payment Action.
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2.4 Why are multiple students listed in the 'deposit from' field in Cash/Cheques YTD
Itemized module from a close out?
Modified on: Fri, 15 Nov, 2013
Resolution:

When using the Checkout in the School Cash Register the user selected more than one student to receipt
a payment. Since there was only 1 receipt issues, the Deposit From would include all the student names.

This search and checkout should only be used when they are actually paying for multiple students with
one check.

3 Printing

3.1 When Il try to reprint a receipt it is blank.
Modified on: Wed, 26 Mar, 2014
Resolution:

To reprint a receipt you must have a student selected prior to going to 'Print' and then 'Reprint Receipts'.

3.2 Can we run statements by a group?
Modified on: Mon, 11 Aug, 2014
Resolution:

No, not at this time.

4 How Do | Fix This?

4.1 Checked out without adding overpayment item to cover difference.

Modified on: Mon, 3 Mar, 2014
Issue:
A user has entered a payment for a Pizza Day order. The amount of the order was less than the amount of
the check. She checked out without adding the Overpayment item to cover the difference. What is the
best way to go back to fix this so at close out the correct amount of the check is entered.

Resolution:

Modify the payment method for the Pizza Day order from ‘check' to 'cash' then refund the item.
Select the “Add Additional Item”, select the Pizza Day item and make the payment, then select “Add
Additional Item” and select the Overpayment item. This way it is entered as one check.
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4.2 A Payment applied against the wrong student in School Cash Register.

Modified on: Thu, 6 Mar, 2014
Issue:
One of our school users has made a mistake in School Cash Register. She has credited a payment to the
wrong student in 2 cases. One was a credit card payment and one was a cash payment. These were done
long ago and the close out has been completed. Is there a way to make the payments show for the
proper students?

Resolution:

Refund the incorrect students using the method of payment as credit card in the School Cash Register.
The payments for the correct students can be entered using credit card as the payment method.
You can just select 'other’ for the type of credit card and enter in '123' as the authorization number.

Note: If you have a swipe terminal and are submitting Credit Card transactions through the School Cash
Register, please complete this set after you have closed out the cash drawer. Once you have followed the
above steps, close out the cash drawer for these transactions.

4.3 Paid for wrong items.

Modified on: Tue, 15 Apr, 2014
Issue:
A student is paying for an item by check. Two items were selected instead of one. The close out has not
been completed.

Resolution:
They will have to modify the tender for the two items from check to cash in the modification tab.

They will then do a refund for both items using cash. This will cancel out the amounts.
They will then have to reattach the items and pay for the correct one by check.

4.4 I'mon Version 4.7, why can’t | refund an inactive student in School Cash Register?

Modified on: Mon, 11 Aug, 2014
Resolution:

Inactive student records are not available for refund or modification in School Cash Register. Your district
contact can request to have the student record temporarily reactivated. Temporarily reactivating a
student will give the user the same business day to complete the necessary refund.

NOTE: Version numbers are located at the bottom of the log-in screen.

) KEVgroup Login

School Cash

Login

)  Usemame: |

31 (S
I) Password.

School Cash Suite — Login Screen — Version Number - Display
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4.5 What if | don’t balance upon closing out School Cash Register?

Resolution:

Modified on: Mon, 11 Aug, 2014

Balancing is very important. Double check that you entered your ‘Cash In Drawer’ in Step 2.
KEV recommends running the Report Preview in Step 4 to catch any errors that may have been made.

School Cash

Daily Close Qut: Step4
i

Cancel Close Out

Sales Period: 10/12/2013 06:44:47 PM - 01/21/2014 11:56:47 AM

|T-:J preview Close Out TEEOIT follow the link Regcﬂ Preview |
nce reviewed, click the Close Out button. You will be redirected to the SCA Deposit Module

School Cash Register — Close Out — Step 4 - Display

Steps to Help Trouble Shoot the Close out:

In Step 3: Details Verification
Value of Over/Under is displayed in Actual

Payment Summary panel

1. Click Actual Payment Summary Details

© KEV Group Inc.

Daily Close Out: Step3

Sales Summary

Taxable sales

Total sales before tax

Total sales with tax

Close Out Comment

Sales Period’ 10/12/2013 06:44:47 PM - 02/04/2014 02:29:41 PM

ry of all the payments for the sales period
th funds.

148.00 -70.50

sales Payment Summary Actual Payment Summary{(D

Sales. Refunds
0.00 Cash 250 60.00 Cash 0.00
70.50 Check 7500 88.00 Check 75.00
70.50 Credit Cards 0.00 0.00 Credit Cards 0.00

0.00 Total Payments 75.00

~60~

School Cash Suite — FAQ's V4.7 (08/14)



© KEV Group Inc.

2. Double check the cash amount
Recount the cash (do not include the
checks) in the Cashdrawer
Be sure to enter for any float value in
Step 2

3. Count the number of checks

Verify the number with Detail Summary
If a tender type error has occurred, Cancel the
Closeout
4. Search for the required Student
5. Modify the transaction
6. Proceed with the checkout

@ School Cash Register: Detail Summary - Mozilla Fircfox

[E=8 E= 5

| @ capp3.schoolcash.net/SchoolBoard1 575/Register/item:

s/Daily CloseOut/DetailsSummar |

Detail Summary

|Cash $0.00

Close:

Credit Cards. $0.00

Vi Master Card Discover American Express | Oth
Refunds $148.00

cash Check Credit Cards

$60.00 $88.00

Waived $40.00

Waived Other

$40.00
Check 2 $75.00

#  Received From Amount  Receive d DaterTim

1 Ballantyne, Carol (Graham Curtis) | $50.00 02/04/2014 02:29 PM
2 Gagnon, Katie (Miguel Abell) $25.00  02/04/2014 02:29 PM

Please refer to User Guide: - School Cash Register — How to Close Out Cash Drawer on the Resource

Center.

Group Collection

5.1 Does Group Collection allow partial payments

Resolution:

Modified on: Wed, 13 Nov, 2013

No, group collection does not allow partial payments; however, if a payment was partially paid through
the Register, the outstanding balance will reflect in the Group Collection.
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School Cash Online

Please also check https://schoolcashonline.com/Home/Support for additional FAQ’s

1 myWallet

1.1 How does a parent request a refund in myWallet?
Modified on: Fri, 11 Jul, 2014
Resolution:

When a parent wants to withdraw funds from the myWallet account, they should email
mywallet@kevgroup.com. Provide the student name, email account and amount of refund requested.

The SCO receipt from the myWallet load also states this information for the parent.

2 Purchasing

2.1 Is there a limit to the number of items that can be added to the cart when checking
out?
Modified on: Thu, 27 Mar, 2014
Resolution:

There is a maximum of 99 items you can add to the cart and a $7500 value for checkout.

3 Notifications

3.1 When are the email notifications sent?
Modified on: Fri, 6 Jun, 2014
Resolution:

The email notifications for new fees are sent Monday, Wednesday and Friday at 4 am.

The reminder notification emails are sent at 9 pm on the reminder date that is set by the user and only go
out to those who have not paid.

4 Receipts

4.1 Why does a parent's online receipt show a subtotal and then a total that is a

different amount?
Modified on: Thu, 19 Jun, 2014
Resolution:

In payment history the parent will see the items in one block that were paid at the same time.

They have the option to view 'All' receipts which lists the students with the items paid on one page and
subtotaled by student with the overall total.

They can also view the individual receipts by student...which will show just the items paid for that student
with the subtotal with the overall total.

© KEV Group Inc. ~62"~ School Cash Suite — FAQ’s V4.7 (08/14)


https://schoolcashonline.com/Home/Support
mailto:mywallet@kevgroup.com

