Everything Food Service

What is this?

It's documentation for every Food Service related question we’ve been asked and all documentation
that’s been created. It includes what Food Service directors (typically) should be doing on a
daily/weekly/monthly basis, what role office staff plays in Food Service, options for purchases,
payments and reports, what role the MSDS submitter plays, a Verification and Application guide,
eligibility and reimbursement reports, and most anything else that’s ever come up

Below are links to the different areas covered in the documentation. If you can’t click on a link, do the
following:

1. Inthe upper left-hand corner of Word, click on File
2. From the File menu, select Options
3. Onthe left-hand side, click on the Advanced tab
4. Uncheck the option to Use CTRL + Click to follow hyperlink
5. At the bottom of the screen, click on OK
Proafing Editing options
Save Typing replaces selected text
Language When selecting, automatically select entire|
Advanced Allow text to be dragged and dropped
[7] Use CTRL + Click to follow hyperlink

Clicking on a link will take you to the appropriate section in this document. Each section will have
additional links that will take you to the referenced document

e Applications Related
e \Verification Related
e Reimbursement Related
Free and Reduced Rosters
AR Review Related
Purchase Related
Payment Related
e Daily/Monthly counts Related
e General Food Service Reporting
e FS Director
= Food Service Tasks and When to Perform Them
=  Year End Tasks for FS Directors
= Year Start Tasks
e ltem Master Related
e Food Service ID/Barcode Related
e Cashier/POS Related
e Office Related
e Miscellaneous
= Customers vs. Payors
|
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= Frequently Asked Questions

= eFunds payment Log Location
e Access Related
e Teacher Related
e MSDS Related

Summary of all Documentation

Applications Related: this section is primarily for the person entering Food Service applications for your

district. However some of the information here may useful to others

e (03) Application Guide: This is a check-off sheet of things that need to be done in order to prepare
for the new school year and application entry

e (03a) What Information is needed for Which Type of Application: This document is a refresher on
what type of information to include for each Lunch Code, based on the type of application you're
processing. It's important that this format be followed, as it makes it easier when trying to
troubleshoot Skyward FS issues. Information also needs to be entered exactly like this for
Verification purposes. See individual documentation for step-by-step instructions on processing the
different types of applications

e (03b) Adding Direct Cert to a Student’s FS Account: provides step-by-step instructions on how to
extend DC eligibility from a student that was on the DC list to one that was not on the list but is also
eligible

e (03c) Adding Homeless Status to a Student’s FS Account: provides step-by-step instructions on how
to add Homeless status to a student’s Food Service account

e (03d) Entering a Food Stamp Application: provides step-by-step instructions for processing a Food
Stamp application

e (03e) Entering a Foster Child Application: provides step-by-step instructions for processing a Foster
Child application

e (03f) Entering an Income Eligible Application: provides step-by-step instructions for processing an
Income Eligible application

e (03g) Creating an Application for Multiple Household Students: provides an alternate option for
creating 1 application and adding all students to it, as opposed to creating an application for an
individual student and cloning it to others

e (03h) How to load Direct Cert files into Skyward: this document provides step-by-step instructions
on how to load the CEPI Direct Cert file into Skyward

e (03i) Printing Application Letters for all processed applications: this document provides instruction
on printing notices for free/reduced eligibility after you’ve processed a batch of applications

e (03j) Printing Application Letters for an individual student: This document is for the person
providing audit documentation for the AR Review. It shows how to get a copy of the different
application letters needed for your review. For example, the DC notification letter. The process can
also be used if you need to reprint applications for individual students

o (03k) Emailing Application Letters: provides instruction on emailing application letters. Note: letters
will be emailed where the guardian has an email listed in the system. For those that don’t have an
email, the email process will produce a letter that can be printed
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e (04a) Expiring Applications: this document includes instructions on how to print a report of students
that don’t have a current year application and will expire after the 30 day carryover, as well as how
to print the actual letters that will be sent to the parent/guardian

e (04b) USDA Non-Discrimination Statement and Application Letters: this provides some information
on the USDA Statement for Food Service letters, as well as some options for printing letters

e (04c) How to Update Application Letters: this document includes instruction on how to change the
verbiage in the letters that get sent home for notification of eligibility

e (04d) How to Update Application Letter Templates: this covers how to update the Application
templates that tell the system who to print the eligibility letters for

e (05) Messages You Get During the Application Process: this document covers some of the pop-up
messages you get during the application process, along with an explanation of what they mean

e (06) 30 Day Carryover Eligibility: this document is for anyone that wants to know how the 30 day
carryover eligibility works for free/reduced eligible students

e (20) Sync Payor Status Audit: this utility updates the Active/Inactive status for Food Service
Customers. If a student exits the district, their FS record may still be active. Running this utility will
inactivate any students without an active enrollment record, which helps clean up your Food Service
data. It should also be run prior to running the (22) RESA FS Customer Control vs. Application
Report, which will tell you if there are any Lunch Code discrepancies

e (21) RESA FS Application Lunch Code Errors: this document provides instruction on running a report
in order to see if there are any issues with the data you’ve entered in any current year applications.
It should be run after processing a number of applications, and before monthly reimbursement
claims are submitted, and before the Verification process is started

e (22) RESA FS Customer Control vs. Application Report: this report should be run prior to submitting
your monthly claim for reimbursement, as it will show any inconsistencies with a customer’s
Application Lunch Code and their Customer Control Record Lunch Code. While these should be the
same, they’re not always. . It should be run after processing a number of applications, before
monthly reimbursement claims are submitted, and before the Verification process is started

Verification Related: this section would be for the person in your district that performs the Verification

process for Free and Reduced applications

e (07) Verification Guide: this is a check off sheet of things that need to be done to prepare for the
Verification process

e (07a) Updating Verification Letters: provides step-by-step instructions on how to update the
verbiage in Food Service letters pertaining to Verification

e (07b) Updating Verification Letter Templates: provides step-by-step instructions on how to update
Food Service letter templates, which tell the system who to print the letters for, pertaining to
Verification

e (20) Sync Payor Status Audit utility: should be run prior to running the next reports, which should
be run prior to starting the Verification process

e (22) RESA FS Customer Control vs. Application report: should be run prior to the verification
process to identify any lunch code issues

e (21) RESA FS Lunch Code Errors report: should be run prior to the verification process to identify
any application issues

e (07c) Verification Process: provides step-by-step instructions for initiating the Verification process
and printing the letters/notices
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e (07d) Recording Verification Responses: provides step-by-step instructions on recording Verification
responses

e (07e) Sending Verification Response Letters: provides step-by-step instructions on printing the
Verification response letters

o (07f) Completing Verification: provides instruction on closing out the Verification process

e (07g) Running Reports for Verification: provides instructions on what reports to run after the
verification process has been completed

Reimbursement Related: this section is for anyone involved in running reports and/or submitting the

monthly reimbursement claim information

e (32) Reports to run to obtain Reimbursement Claim information: this document is for Food Service
directors and/or person submitting monthly reimbursement claim, and covers how to most easily
obtain the needed information in order to submit your monthly reimbursement claim. It only
requires you to run 2 different reports

e  (34c) Installing Crystal Reports Viewer in Order to Run Custom Reports: in order to run the RESA FS
Monthly Summary report, and to be able to adjust it as needed, you need to have the Crystal
Reports Viewer installed on your computer. If you have the ability to install software on your
machine, follow these instructions. Otherwise, your IT person will need to install it. This only needs
to be installed once.

e (33) Lunch Code Totals by Day Report: provides, for a specific day, the number of free/reduced/paid
students by building. Can also be run to include names

e (34a) RESA FS Monthly Summary Report: provides monthly summary information, by building, for
purchases and payments. In order to hide the transaction details you’ll need to have the (34c)
Crystal Viewer installed on your computer. It should be run with Details on, and saved to your
network drive every month. This is the information you’ll possibly need for future audits

e (34d) Customizing the RESA FS Monthly Summary to your Needs: provides instruction on how to
use the RESA Monthly Summary report to get only specific information you need

e (35) RESA FS Reimbursement Summary by School: provided you gave SIS Team your
reimbursement rates per school, you can run this report to verify it against your reimbursement
claim. It will tell you, by school, what you should be getting from your reimbursement claim, as well
as the numbers to report

Free & Reduced Rosters: these are the reports used/ways to get Free/Reduced/Paid eligibility counts

e (28) Free and Reduced Rosters with Grades and Buildings: run this to produce a list of F/R/P
students, along with their enrolled grades and buildings they attend

o (29) AR Review Benefit Issuance List: this data mining report will produce all the needed
information for the AR Review. Includes: student name, grade, school, lunch code, effective date
and eligibility method. The eligibility method tells if the student is eligible due to an application
being submitted, being direct certified or categorically eligible. This can be determined by the
associated lunch code

e (33) Lunch Code Totals by Day: run this for a specific date to see F/R/P and Total building eligibility
counts. Can be run with detail to get student names or with totals only

e (31) Lunch Codes with Grade Level: provides instruction on how to create a report of
Free/Reduced/Paid students, along with their grade level
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AR Review Related: provides instruction on how to obtain the information needed for the Food Service

AR audit

e (29) AR Review Benefit Issuance List: this data mining report will produce all the needed
information for the AR Review. Includes: student name, grade, school, lunch code, effective date
and eligibility method. The eligibility method tells if the student is eligible due to an application
being submitted, being direct certified or categorically eligible. This can be determined by the
associated lunch code

e (65) Income Eligibility Guidelines: provides instruction on how to get the Income Eligibility
Guidelines used by Skyward

e (03j) Printing Copies of Various Application Letters: provides instruction on how to get a copy of
the different application letters needed for your review. For example, the DC notification letter

Purchase Related: this section contains all purchase-related documentation
e (36) Purchases — Everything you need to know: gives an overview of the ways purchases can be
recorded, corrected and reported
Recording Purchases:
e (37a) Purchase Entry by Homeroom — Elementary Teachers: for districts where teachers record
breakfast served in the classroom, this provides instruction on how to record purchases
e (37b) Purchase Entry by Homeroom — anyone other than Teachers: provides information on using
Purchase Entry by Homeroom to ring up transactions. Typically used for breakfast in the classroom
e (37c) How to Print Purchase Entry by Homeroom Class List: provides instructions on how to
print rosters, based on the Purchase Entry by Homeroom screen, to easily check off and record
purchases using the Purchase Entry by Homeroom method
e (37d) Recording GSRP meals: used in districts where GSRP students are served meals and purchases
are record at a later time/date. This document provides instruction on how to record GSRP meals
served
e (30) Grandparent meals: this document is for districts that have Grandparent volunteers who get a
free meal for volunteering. It covers how to set up the item in the Item Master, how to serve the
meal, and how to report the meals served to submit to the district for reimbursement
e (45a) Visitor Accounts: discusses Visitor accounts, which are used in the cafeteria line for customers
that don’t have their own FS account

Modifying Purchases:

e (38a) Fixing purchases from within the POS — Cashiers: shows cashiers how to remove purchases
recorded from within the POS

e (39) 2" Meals Served: this document is typically for Food Service directors and covers how to run a
utility to mass remove 2" meals

e (40) Remove ALL Purchase Records without Purchases: This document is for the Food Service
director and covers some cleanup steps to remove 0 quantity purchases from Food Service accounts

e (19) Change Customer Purchase Cafeteria: shows how to correct purchases recorded on the wrong
register/at the wrong building

e (18) Remove Customer Purchases and Payments: if it’s discovered that purchases/payments were
recorded on a student’s account that shouldn’t have been, you can run this utility to mass remove
all transactions from that account. A typical scenario for using this would be when a student is
typing in the wrong ID and meals are being reported for an Inactive student. You might not know
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who is using the number, but you need to remove the purchases from the account that did not
receive them

Troubleshooting Purchases:
e (41a) Purchase Transactions Log Report: used to run a chronological purchase report by
date/cafeteria or user. Typically used to troubleshoot issues

Limiting Purchases:

e (43a) Wanding Messages: provides instructions on adding individual messages to a student’s
account. Wanding messages come up every time the account is brought up

e (43c) Customer Wanding Messages Report: run this report to see a list of all customers that have
Wanding Messages associated with their Food Service accounts

e (43b) Stop ALL Purchases or ALL ala Carte Purchases: provides instructions on how to stop all
purchases for a student, or just ala Carte purchases. Stop Purchases alerts only come up when trying
to serve something that has been stopped

Purchases for adults that don’t have a Food Service account:

e (45a) Visitor Accounts: discusses Visitor accounts, which are used in the cafeteria line for customers
that don’t have their own FS account

e (45b) Creating Food Service Staff/Adult Customers: provides instruction on creating a Staff/Adult
Food Service account

Fixing account information so that purchases are reported/charged appropriately

e (46) Price Category Audit: provides a list of students that have an incorrect Price Category. This will
result in students being charged the wrong amount in the cafeteria line. This utility also allows you
to mass change any transactions that were recorded

e (17) Changing Default Cafeterias: provides instruction on how to change the Default Cafeteria for a
customer whose purchases may be displaying in the wrong building on some Food Service reports

Reporting Purchases:

e (48) Daily Charge/Credit Report: this report provides either Detail or Summary Purchase, Payment,
Charges, and Credits information for a specified date/date range

e (49) Daily Activity Report: this document discusses the Daily Activity Report, which districts ran
prior to the (34b) RESA FS Daily Summary report being created. (34b) provides most information in
one report and can be used in place of the Daily Activity Report

e (34a) RESA FS Monthly Summary Report: used to obtain monthly meal counts. Can be used in place
of the Skyward Accuclaim report

e (34d) Customizing the RESA FS Monthly Summary to your Needs: provides instruction on how to
use the RESA Monthly Summary report to get only specific information you need

e (25a) Payor-Customer Meal Statements — FS Director: these are the detail reports for a specified
student. They show the entire year’s history of purchases and payments. Typically given to parents
questioning an account. This option would be used by the FS Director and/or anyone else that has
access to Food Service Customers

e (25b) Payor-Customer Meal Statements — Cashiers: these are the detail reports for a specified
student. They show the entire year’s history of purchases and payments. Typically given to parents
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guestioning an account. This option would be used by the cashiers or anyone else that doesn’t have
access to Food Service Customers

e (26) Teacher Payor Balance List: for districts that have homerooms set up, provides instructions on
running a report of students, by teacher, to be given to the classroom teacher. Typically used when
teachers follow up on students’ negative balances or need to know balances for a specific reason

e (23) Lunch Code Totals for Purchases by Day: provides a breakdown, by building and register, of
meal items purchased by different pay types on a specified date. Typically used when meals are
recorded after the fact to make sure the numbers look right. For example: GSRP meals are recorded
once a week. You could run this report for the month to make sure your numbers look right for each
day. It does not total the meals, so you would run the (37e) Reporting GSRP Meals report to get
your monthly F/R/P count of meals served

e (24c) Reporting Lunch Survey Results: provides instructions on how to print the lunch survey results
recorded by classroom teachers

e (37e) Reporting GSRP Meals: for districts that have, and serve, GSRP students, this document
provides instruction on reporting GSRP meals by Lunch Code. This report can then be submitted to
the district for reimbursement

e (30) Grandparent meals: this document is for districts that have Grandparent volunteers who get a
free meal for volunteering. It covers how to set up the item in the Item Master, how to serve the
meal, and how to report the meals served to submit to the district for reimbursement

Payment Related: this section contains all payment-related documentation

e (10) Payments and Account Balances — everything you need to know: gives an overview of the
different options for recording or adjusting payments on a student’s account, as well as common
reporting options for payments and account balances

Recording Payments:

e (11) Payment Entry module: provides information on recording payments using the Payment Entry
module. Typically used when payments are recorded outside of the POS line

e (37b) Purchase Entry by Homeroom — anyone other than teachers: provides instruction on
recording meals and/or payments using the Purchase Entry by Homeroom option

e (38b) Recording Payments in the POS: this document is for cashiers and covers how to record
payments from within the POS

Modifying Payments:

e (16a) Adjusting a Food Service Account Balance: use this document when you need to make an
adjustment to a student’s account and where no money will be exchanging hands

e (16b) Correcting a Payment Recorded on the Wrong FS Account: use this document when a
payment was mistakenly recorded on one account but should have been put on another

e (16¢) Correcting a Payment recorded for the wrong amount: use this document when a payment
was recorded for the wrong amount and needs to be corrected

e (16d) Refunding Money from a Food Service Account: use this document when a parent is
requesting a refund from a student’s FS account

e (16e) Splitting Payments Mistakenly Recorded on One Student’s Account: use this document when
an entire payment was applied to one student’s account but should have been split among multiple
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e (16f) Transferring Money from One FS Account to Another: use this document when a parent has
requested that all or part of a balance be transferred from one student to another

e (27) Update Prior Balance Utility: allows you to move prior balances from Inactive students to
active siblings and/or zero out prior year balances

e (18) Remove Customer Purchases and Payments: if it’s discovered that purchases/payments were
recorded on a student’s account that shouldn’t have been, you can run this utility to mass remove
all transactions from that account. A typical scenario for using this would be when a student is
typing in the wrong ID and meals are being reported for an Inactive student. You might not know
who is using the number, but you need to remove the purchases from the account that did not
receive them

Troubleshooting Payments:

e (41b) Payment Transactions Log Report: used to run a chronological Payment report by
date/cafeteria or user. Typically used to troubleshoot issues

e (12) Check Deposits Report: used to view recorded deposits for any selected day/date range.
Typically used for troubleshooting when the cash drawer is off, or when a parent says their student
made a payment that day. In this scenario, you can look to see if the payment may have been made
on someone else’s account by mistake

Fixing account information so that payments are reported appropriately

e (13) Change Payor Balance Notice Indicator: by default, when an adult Food Service account is
created, the account is set to not print balance notices. Prior to printing negative balance notices,
this utility should be run so that notices print for all customers specified

Reporting Payments:

e (34a) RESA FS Monthly Summary Report: provides details and summary information for all
payments recorded, broken down by building and pay type

e (34b) RESA FS Daily Monthly Summary Report: provides summary information of payments
recorded, broken down by building and pay type

e (34d) Customizing the RESA FS Monthly Summary to your Needs: provides instruction on how to
use the RESA Monthly Summary report to get only specific information you need

e (48) Daily Charge/Credit Report: this report provides either Detail or Summary Purchase, Payment,
Charges, and Credits information for a specified date/date range

e (47) Daily Income, Sales and Deposit Report: provides summary payment and purchase
information, broken down by building by day. However, ala Carte purchases are not broken out by
student/adult. You can run the RESA FS Daily (34b) or Monthly (34a) Summary Reports to get this
information, as well as additional information needed for reporting

e (14) Payor Balance Notices: these are the notices that you can print (or email) to let parents know
their student has a negative account balance

e (15) Payor Balance Summary: run this report to generate a list of students with a specified account
balance. Typically used to see students that have negative account balances

e (25a) Payor-Customer Meal Statements — FS Director: these are the detail reports for a specified
student. They show the entire year’s history of purchases and payments. Typically given to parents
questioning an account. This option would be used by the FS Director and/or anyone else that has
access to Food Service Customers
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e (25b) Payor-Customer Meal Statements — Cashiers: these are the detail reports for a specified
student. They show the entire year’s history of purchases and payments. Typically given to parents
guestioning an account. This option would be used by the cashiers or anyone else that doesn’t have
access to Food Service Customers

e (26) Teacher Payor Balance List: for districts that have homerooms set up, provides instructions on
running a report of students, by teacher, to be given to the classroom teacher. Typically used when
teachers follow up on students’ negative balances or need to know balances for a specific reason

e (42) Reports by Payor, Customer, School: typically used to report building payments separately
when all payments were recorded (mistakenly or intentionally) in one building

e (12) Check Deposits Report: used to view recorded deposits for any selected day/date range.
Typically used for troubleshooting when the cash drawer is off, or when a parent says their student
made a payment that day. In this scenario, you can look to see if the payment may have been made
on someone else’s account by mistake

e (44b) Master Sales Activity Report: covers how to run a master report to see if the cashier’s cash
drawers are under/over/balanced

Daily/Monthly Counts Related:

e (34b) RESA FS Daily Summary Report: used to obtain daily meal and ala carte counts. Can be used in
place of the Skyward Accuclaim and/or Daily Activity report. Provides a breakdown of ala Carte sales
by pay type, which Skyward’s reports don’t do

e (34a) RESA FS Monthly Summary Report: used to obtain monthly meal and ala carte counts. Can be
used in place of the Skyward Accuclaim report

e (34d) Customizing the RESA FS Monthly Summary to your Needs: provides instruction on how to
use the RESA Monthly Summary report to get only specific information you need

e (32) Reports to Run to Obtain Your Monthly Reimbursement Information: run this to get the
highest Free/Reduced numbers for the month. You can run it for every month but October, when
you MUST report numbers based on the October 31 date. For October, use the (33)Lunch Code
Totals by Day report

e (33) Lunch Code Totals by Day Report: run this for your eligibility counts for your monthly
reimbursement claim

e (31) Lunch Codes with Grade Level: provides instruction on how to create a report of
Free/Reduced/Paid students, along with their grade level

e (23) Lunch Code Totals for Purchases by Day: provides a breakdown, by building and register, of
meal items purchased by different pay types on a specified date. Typically used when meals are
recorded after the fact to make sure the numbers look right. For example: GSRP meals are recorded
once a week. You could run this to check your numbers before submitting your reimbursement
claim

e (24c) Reporting Lunch Survey Results: provides instructions on how to print the lunch survey results
recorded by classroom teachers

e (37e) Reporting GSRP Meals: for districts that have, and serve, GSRP students, this document
provides instruction on reporting GSRP meals by Lunch Code. This report can then be submitted to
the district for reimbursement

e (30) Grandparent Meals: this document is for districts that have Grandparent volunteers who get a
free meal for volunteering. It covers how to set up the item in the Item Master, how to serve the

meal, and how to report the meals served to submit to the district for reimbursement
|
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General Food Service Report Related:

e (67a) Data Mining Food Service Report Options: covers the different reporting options for Food
Service that can be found in Data Mining

e (67b) Food Service Customer Views Options: covers the different food service information that can
be found within the different Food Service Customers views

e (67c) Food Service Payor Views Options: covers the different food service information that can be
found within the different Food Service payors views

Food Service Director (typically):

e (62a) Food Service Tasks and When to Perform Them: provides an overview of Skyward Food
Service tasks and when to perform them

e (62b) Year End Tasks for FS Directors: covers Skyward tasks you should complete prior to leaving for
the year, as well as reports you should run

e (62c) Year Start Tasks: covers tasks that should be completed after returning for a new school year

e (50a) FS Alerts/Batch Updates — FS Directors: provides instructions for the FS Directors (or anyone
else with access to this area) on how to manually update batch processes

e (44b) Master Sales Activity Report: provides instructions on how to run a master report of all cash
drawers to see if they’re under/over/balanced

e (52) Viewing Student Contact Information in Skyward Food Service: provides instruction on how to
view parent/guardian/phone information for a student through Food Service

e Accuclaim Report: Skyward’s report for obtaining monthly reimbursement counts. You can use the
custom RESA FS (34a) Monthly/(34b) Daily Summary reports in place of this. They provide all the
needed information on one report.

Item Master Related:

e (53) Item Master: provides information about the Item Master, how to set up various types of
items, and how to add them to specific touch screens

e (30) Grandparent meals: this document is for districts that have Grandparent volunteers who get a
free meal for volunteering. It covers how to set up the item in the Item Master, how to serve the
meal, and how to report the meals served to submit to the district for reimbursement

Food Service ID/Barcode Related:

e (60a) Generate Customer Key Pad Numbers: used to randomly assign student short IDs

e (60b) Food Service Short IDs: provides instruction on the different ways of assigning student short
IDs for use in the cafeteria line. There are different instructions for the FS director, cashiers and
office staff
o (60c) Key Pad Numbers Report: provides instruction on generating a report of student short IDs.

These are typically used in the cafeteria line or provided to teachers to give to students

e (51a) Student Barcode Labels: provides instruction on how to print student barcode labels to be
used in the cafeteria when students come down by teacher. Can be run by office staff, cashiers and
FS director

e (51b) Set Customer Barcode Numbers to Zero: scenario: barcodes stop working in the cafeteria.
Someone has run the Student Barcode Labels and selected an option to change barcode number.
Run this utility to set them back to what they were
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Cashier/POS Related:

e (54) POS Configuration options: provides information on the Configuration options found in each
cashier’s POS screen

e (24c) Reporting Lunch Survey Results: : provides instructions on how to print the lunch survey
results recorded by classroom teachers

e (56a) Reconciling Cash Drawers Between Meals: provides instruction for cashiers in districts where
they reconcile their cash drawers between breakfast and lunch

e (56b) Reconciling Cash Drawers After Lunch Only: provides instruction for cashiers in districts
where they reconcile their cash drawers only after lunch

e (56¢) Recording Daily Cash Balances: a spreadsheet-like means of reporting breakfast cash drawer
information the lunch person will need to know when balancing the lunch drawer

e (44a) Sales Activity Report: used by cashiers to record cash drawer amounts to see if drawers are
under/over/balanced

e (55) Messages you Get in the POS System: this document shows some of the common messages
that pop up in the POS, as well as what they mean

e (25b) Payor-Customer Meal Statements — Cashiers: these are the detail reports for a specified
student. They show the entire year’s history of purchases and payments. Typically given to parents
guestioning an account. This option would be used by the cashiers or anyone else that doesn’t have
access to Food Service Customers

e  (38a) Fixing purchases from within the POS — Cashiers: shows cashiers how to remove purchases
recorded from within the POS

Office Related:

e (60b) Food Service Short IDs: provides instruction on the different ways of assigning student short
IDs for use in the cafeteria line

e (60c) Key Pad Numbers Report: provides instruction on generating a report of student short IDs.
These are typically used in the cafeteria line or provided to teachers to give to students

e (51a) Student Barcode Labels: provides instruction on how to print student barcode labels to be
used in the cafeteria when students come down by teacher

e (59b) Homeroom Information Office Staff Needs to Know: for elementary buildings that use the
Destiny library software, print barcode labels by teacher for Food Service, serve breakfast in the
classroom or have GSRP programs. Provides information on what needs to be done if a new teacher
starts, a teacher switches grade levels, or a new grade level/section is added

Miscellaneous:

e (57) Customers vs. Payors: provides an explanation of these two different areas in Food Service,
along with what information is found in each

o (50b) FS Alerts — 411: provides some information on how Food Service purchases and transactions
work, and how they pertain to the red FS Alerts link some people see at the top of their Skyward
screen

e (63) Frequently Asked Questions: self-explanatory

o (58) Screenshots from within Skyward: provides instruction on how to take screenshots from within
Skyward. You might use this feature when you have an error message you don’t have time to look
into, or when you want to print something out for future reference. Useful for any Skyward user
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Access Related:

e (45b) Creating Food Service Staff/Adult Customers: provides instruction on how to create FS
accounts for adults not found in Food Service. Typically done by the person in your district
responsible for creating Staff accounts

e (61a) Giving Staff Access to Their Own FS Account Information: covers how to create permission
sets, and add staff members to the set, in order for them to be able to view their own Food Service
account information

e (61b) How Staff Can View Their Own FS Account Information: shows Staff members how to view
their own Food Service account information, which is slightly different for teachers than it is for
office staff

e  (34c) Installing Crystal Reports Viewer in Order to Run Custom Reports: in order for the
appropriate staff members to obtain a useful format of the custom (34a) RESA FS Monthly
Summary report, Crystal Report Viewer needs to be installed on the person’s computer. This
document provides instruction on how to install it if the end-user doesn’t have the appropriate
permissions to do so

o (64) Web-Based Workstation Requirements for Skyward: if purchasing new computers on which
Skyward will be accessed, this document covers the basic requirements for the computer so that
Skyward can function most effectively

e (24a) How to Create Surveys for Teachers to Record Meal Counts: provides instruction on how to
create Lunch Surveys for teachers to record student meal choices so the cafeteria knows how much
food to make

Teacher Related:

e (24b) Lunch Surveys for Teachers: provides instructions for teachers, in districts where they record
student lunch choices, on how to do so through Teacher Access

e (37a) Purchase Entry by Homeroom — Elementary Teachers: for districts where teachers record
breakfast served in the classroom, this provides instruction on how to record purchases

e (61b) How Staff Can View Their Own FS Account Information: shows Staff members how to view
their own Food Service account information, which is slightly different for teachers than it is for
office staff

MSDS Related:

e (08) Free/Reduced Eligible After Count Day: provides instructions on getting a list of students that
became free/reduced eligible after count day, but can still be reported as such for count day

e (09) Uploading an Early Roster to get Applicable Direct Cert students: provides instruction for the
MSDS submitter in your district on how to upload an Early Roster file, which is used to obtain DC
status for new students — primarily kindergarten
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(03) Application Guide

This document is for the person in your district that process the Free/Reduced meal applications. It’s a
guide on what to do every year in order to prepare for processing new Food Service applications, as well
as the application process itself. There is corresponding documentation for step-by-step instruction on
how to complete each of these steps. Use this as a check off list for completed tasks

[ Call SIS TEAM 455-1004 with what your 30™" school day is for the new school year

[]  Notify your MSDS submitter that an Early Roster file needs to be uploaded to CEPI in order for the

Direct Cert file to be refreshed.

e Explanation: the State of Michigan releases the Direct Cert list based on students attending your
district. If you have new students attending your district (including incoming KD kids), the State
won’t know they’re attending your district until you tell them so. If you wait until Count Day to
submit this information, these new students won’t appear in any Direct Cert files until after
Count Day. In order to let the State know prior to Count Day, an Early Roster file should be
submitted through CEPI. CEPI sends emails out notifying districts of Early Roster and DC file
deadlines. These should be done as early as possible so that households don’t fill out
unnecessary application paperwork

[0 (04d) Update the following Application Letter Templates:
e Denied - Income Over Limit
e Direct Certification Letter
e Expiring Letters
e Free Letter
e Reduced Letter

[0 (04c) Update the following Application Letters:
Note: refer to (04b) USDA Non-Discrimination Statement and Application Letters before updating the
letters

e Denied Letters

e Direct Certification Letter

e Free Approved Letters

e Prior Year — About to Expire

e Reduced Approved Letter

(03a — 03i) Process incoming applications

Note: Refer to document (03a) for an overview or (03b-03i) for detailed instructions on how to process
different types of applications

Note: applications can be backdated up to 10 days from the day they were received. However, they
cannot be backdated earlier than the signature date on the application

Note: don’t process any applications if they are not complete. Contact applicant for any
missing/confusing information

Note: prior to processing an application, make sure that the students on the application are not already
Direct Cert for the current school year
|
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(03i) Print Application letters notifying households of eligibility

[J Run the (20) Sync Payor Status Audit utility to inactivate any exited students that might appear
incorrectly on one of the following reports

[J  Run (21) RESA FS Application Lunch Code Errors after processing a bunch of applications to see if
there are any issues

[J Run (22) RESA FS Customer Control vs. Application report after processing a bunch of applications
to see if there are any issues

[1 Prior to the 30 day carryover eligibility expiring (usually mid-October), print reports and/or letters
notifying households of (04a) Expiring Applications
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(03a) What Information is needed for Which Type of Application

This document is for district staff that process Skyward’s Food Service applications. It’s just a refresher
on what type of information to include, based on the type of application you’re processing. It’s
important that this format be followed, as it makes it easier when trying to troubleshoot Skyward FS
issues. Information also needs to be entered exactly like this for Verification purposes. See individual
documentation for step-by-step instructions on processing the different types of applications. After you
process a bunch of applications, it’s a good idea to run the (21) RESA FS Application Errors report to see
if there are any issues

(03b): D (Direct Cert): used by the system when a Direct Cert file is loaded. Also used when extending
household eligibility to someone in the house who was not on the DC list
No: Any income
No: Case Number
No: Application Number
No: Household Size
Lunch Code =D
Exclude Selection Reason: most often this will be SNAP. However, you should look at the student who
was in the DC file in order to determine what they were. Could also be TANF. If original student was
Foster, the eligibility should not be extended

o Note: do NOT use Direct Certification or SNAP Letter as exclude reasons
Application Comments: when extending eligibility, put a note here with the student’s name that did
have the DC eligibility. Example: Extending eligibility due to household student Peter Pan
Can be cloned to other household members? The eligibility does extend from within a household, but
you should not clone DC applications from one student to another. Manually create each individual’s DC
application

(03f): F (Income Eligible Free): used when the application contains income and household size
information
Yes: Income. If household has no income, put S1 for income
No: Case Number
Yes: Application Number
Yes: Household Size
Lunch Code = F
Applicant Has No SSN checkbox: yes
e Note: this information needs to be on the paper application, but does not need to be entered
into Skyward
Application Comments: when there is no income on application, and you put $1 in the income section,
enter a comment here that says “Zero income”
Can be cloned to other household members? Yes

(03d): G (Food Stamp): used when the application contains a valid Food Stamp Case Number
Yes: Food Stamp Case Number

Yes: Application number

No: any income

No: Household size
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Lunch Code =G
Can be cloned to other household members? Yes

(03c): H (Homeless): used when a McKinney Vento form is given to you
No: any income

No: Application number

No: Case Number

No: Household size

Lunch Code =H

Exclude Selection Reason: Homeless child

Can be cloned to other household members? No

(03e): O (Foster): used when the application is listed as a Foster application
Yes: Foster Application

No: any income

Yes: Application Number

No: Case Number

No: Household Size

Lunch Code =0

Can be cloned to other household members? No

(03f): R (Reduced): Used when an application contains income and household size information that
results in a Reduced status
Yes: Income
No: Case Number
Yes: Application Number
Yes: Household Size
Applicant Has No SSN checkbox: yes
e Note: this information needs to be on the paper application, but does not need to be entered
into Skyward
Lunch Code =R
Can be cloned to other household members? Yes
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(03b) Adding Direct Cert to a student’s Food Service account in Skyward

This document is for the person that processes Free/Reduced Meal Applications and would be used
when it has been determined that at least one student in a household is Direct Cert, but not all kids in
the household were on the list and you want to extend the benefits to the others in the household

Note: if you already know how to process applications, but just don’t remember what type of
information to include/not include for the various lunch codes, you can refer to (03a) What Information
is Needed for Which Type of Application

Note: if a student in a particular household is on the Direct Cert list, and the benefit is either SNAP or
TANF, these benefits can be extended to all other students in the household. If a DC student is Foster or
Homeless, these benefits do NOT get extended. So, before you extend benefits, you must first see what
the original student’s benefit is.

Note: when you create an application for a student, you can then clone that application to other
students in the household. However, you should not do this for DC students, as doing so produces
various issues

1. Click on the Food Service tab in Skyward
2. Under the Payor/Customer Maintenance section, click on Payors
3. Click the dropdown arrow to the left of the student’s name that was on the DC list:

4. Click the dropdown arrow to the left of Applications:

* Applications  Add Application

Temp? Appl Date L NE Active ? Denied? .HH T
Date Size
b Edit Mo 05M 952014 05M 902014 e Mo 0 D-DC

5. For the DC application, click on the Edit button
6. At the bottom of the application, look to see what the Program Type is. If it's SNAP or TANF,
continue on. If it’s Foster or Homeless, do not extend the benefits

OC Program Type: 5 - SHAP

7. Now search for the student you want to extend the benefit to
8. Click the dropdown arrow to the left of Applications
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—

v A}plications Acdd Application

Temp? Appl Date Effective Date Active? Denied? HH Size Lunch Code Application Humber Application Type
B iewe o 07152013 014014 200 ez i 0 P - Paicd =]

9. Look at the top (most recent) application and see what the Effective Date and Lunch Codes are:
e |s the Effective Date 07/01 of this year or later? If yes, this is a current application. Look at
the Lunch Code. If it’s anything other than D, enter the Direct Cert status
o [f the Effective Date is prior to 07/01 of this year, enter the Direct Cert status
10. If processing the application, click on Add Application
11. Look at the Effective Date and change it if necessary
12. If backdating the Effective Date, also backdate the Application Date to the same date

* ppplication Date: [07/11/2013 |[74]
* Effective Date: [07/11/2013 |4

Note: The Application Date is the date you’re actually entering the information. The Effective Date is
the date the student becomes eligible for Free/Reduced meals. They both default to the system date. If
you’re backdating the Effective Date, it helps if you also backdate the Application Date to the same date.
If you forget, don’t worry about it

Note: if you are backdating the Effective Date, any purchases made during those days will be updated to
reflect the new status

13. Set the Lunch Code to D —DC
14. Set the Exclude Select Reason to whatever the student had in step 6 above (SNAP or TANF only!)
15. In the Application Comments section, enter the name of the student that was in the DC list

Active Application?: Yes Letter Sent?]
Application Date:El Case Mumber]
* Effective Date: [06/10/2016 || Last 4SSN
Applicgtion Number'|—|
* Lunch Code: |D ¥ |DC
Bxclude Random Selection?: Yes [?] |Exclude Selection Reason: SHAF -

16. Click on Save
17. You will get a message that No Application Number has been entered. Click YES to this
e Note: application numbers will not be assigned when manually entering DC or Homeless
records. They will only be assigned when processing an actual paper application
|
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continue?

Mo Application Mumber has heen entered. Would you like to

e}

18. Repeat for any remaining students in the household
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(03c) Adding Homeless Status to a Student’s Food Service Account in Skyward

This document is for the person that processes Free/Reduced Meal Applications and would be used
when it has been determined (McKinney Vento form) that a student qualifies for Homeless status

Note: if you already know how to process applications, but just don’t remember what type of
information to include/not include for the various lunch codes, you can refer to (03a) What Information
is Needed for Which Type of Application

1. Click on the Food Service tab in Skyward
2. Under the Payor/Customer Maintenance section, click on Payors
3. Click the dropdown arrow to the left of the student’s name:

=

4. Click the dropdown arrow to the left of Applications:

|

- A}plications A Application

Temp? Appl Date Effective Date Active ? Denied? HH Size Lunch Code Application Humber Application Type
P e [} O7H12013 01011900 ez Mo 0 P - Paid hanusl

5. Look at the top (most recent) application and see what the Effective Date and Lunch Codes are:

e Isthe Effective Date 07/01 of this year or later? If yes, this is a current application. Look at
the Lunch Code. If it's P or R, process the application. If the student is already free,
regardless of the reason, the Homeless app does not need to be processed

e [f the Effective Date is prior to 07/01 of this year, process the application

6. If processing the Application click on Add Application
7. Look at the Effective Date and change it if necessary
8. If backdating the Effective Date, also backdate the Application Date to the same date

* application Date: [07/11/2013 |[74]
* Effective Date: [07/11/2013 ||

Note: The Application Date is the date you’re actually entering the information. The Effective Date is
the date the student becomes eligible for Free/Reduced meals. They both default to the system date. If
you’re backdating the Effective Date, it helps if you also backdate the Application Date to the same date.
If you forget, don’t worry about it

Note: if you are backdating the Effective Date, any purchases made during those days will be updated to
reflect the new status
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9. Setthe Lunch Code to H
10. Set Exclude Selection Reason to Homeless Child

Active Application?: Yea - Let]

Application Date: [06/10/2016  |[54] Cast
* Effective Date: [06/10/2016 ][54 L

Application Number: | |

* Lunch D:u:le:|H ¥ | Homeless

Exclude Random Selection?: Yes E' Exclude Selection Reason: Homeless Child

11. Click on Save
12. You will get a message that No Application Number has been entered. Click YES to this
o Note: application numbers will not be assigned when manually entering DC or Homeless
records. They will only be assigned when processing an actual paper application

Mo Application Mumber has been entered. Would you like to
continue?

13. Repeat for any remaining students
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(03d) Entering a Food Stamp Application into Skyward

This document is for the person that processes Free/Reduced meal applications and provides step-by-
step details on how to create a Food Stamp application

Note: it is assumed that you’ve already looked over the paper application and verified all required
information is present. Do not process the application if information is missing. Contact the applicant for
clarification if needed

Note: if the application contains both income information and a valid Food Stamp case number, process
the application as Food Stamp

Note: if you already know how to process applications, but just don’t remember what type of
information to include/not include for the various lunch codes, you can refer to (03a) What Information
is Needed for Which Type of Application

1. Click on the Food Service tab in Skyward
2. Under the Payor/Customer Maintenance section, click on Payors
3. Click the dropdown arrow to the left of the student’s name:

[ okt

4. Click the dropdown arrow to the left of Application:

—
v Altplications Add Application
Temp? Appl Date Effective Date Active? Denied? HH Size Lunch Code Application Humber Application Type
b Wiew Mo 071152013 01011900 Yes Mo a P - Paidf EERIE]

5. Look at the top (most recent) application and see what the Effective Date and Lunch Codes are:
e |Isthe Effective Date 07/01 of this year or later? If yes, this is a current application. Look at
the Lunch Code. If it's an R or a P, process the application * see step 6
e If the Effective Date is prior to 07/01 of this year, process the application * see step 6
6. Preview this same information for any other students on the application
e If any student on the application is DC for the current school year (has a date of 07/01 of
this year or later), do not process the application. Instead, follow the document for Adding
Direct Cert to a Student’s Account in Skyward
o If nostudent on the application is DC, process the app
7. Click on the Add Application link
8. Look at the Effective Date and change it if necessary
9. If backdating the Effective Date, also backdate the Application Date to the same date
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* ppplication Date: [07/11/2013 |[74]
* Effective Date: [07/11/2013 ||

Note: The Application Date is the date you’re actually entering the information. The Effective Date is
the date the student becomes eligible for Free/Reduced meals. They both default to the system date. If
you’re backdating the Effective Date, it helps if you also backdate the Application Date to the same date.
If you forget, don’t worry about it

Note: if you are backdating the Effective Date, any purchases made during those days will be updated to
reflect the new status

10. Check the box to indicate Applicant Has No SSN

SOy *kk_kek 0000 | ¥ goplicant Has Mo S5M

Note: certain application types require that the last four digits of the applicant’s SSN be entered.
However, Skyward does not need to have this number entered, so this box can be checked for all
application types

11. Enter the Food Stamp Case Number
e If you tab off of the Case Number field, you may get a message that this student qualifies for
Free priced meals and asks you if you want to change the code to Free. Click on No
12. Enter the Application Number
e Note: only paper apps that you process will get an Application Number. You will need to
keep track of which numbers have been used

* spplication Date: [07/11/2013 || Case Murnber: [102354720 |
* Effective Date: [07/11/2013 ||

Application Mumber: |3 | Household Size: [ 0

13. Enter a Lunch Code of G - Food Stamp

* | unch Code: |G * | Food Stamp

14. Are there other students on the application? If so, otherwise, skip to step 14:

e Click on Clone Application

o Check the box for any other students that should be added to the application

e C(lick on Save
15. Click on Save
|
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(03e) Entering a Foster Child Application in Skyward

This document is for the person that processes Free/Reduced meal applications and provides step-by-
step details on how to create a Foster application

Note: if you already know how to process applications, but just don’t remember what type of
information to include/not include for the various lunch codes, you can refer to (03a) What Information
is Needed for Which Type of Application

1. Click on the Food Service tab in Skyward
2. Under the Payor/Customer Maintenance section, click on Payors
3. Click the dropdown arrow to the left of the student’s name:

=

4. Click the dropdown arrow to the left of Application:

|

v ﬁ.luplications Add Application

Temp? Appl Date Effective Date Active? Denied? HH Siz4 Lunch Code Application Humber Application Type
B Wiew [{] 07152013 0101 1900 Yes iix] P - Paidl htarual

5. Look at the top (most recent) application and see what the date Effective Date and Lunch Codes
are:
e Isthe Effective Date 07/01 of this year or later? If yes, this is a current application. Look at
the Lunch Code. If it’s P or R, process the application
e If the Effective Date is prior to 07/01 of this year, process the application
If processing the application, click on Add Application
From the Foster Application dropdown menu, select Yes
If prompted to change the Lunch Code to Free, select No

© ® N o

Look at the Effective Date and change it if necessary
10. If backdating the Effective Date, also backdate the Application Date to the same date

* application Date: [07/11/2013 |[74]
* Effective Date: [07/11/2013 ||

Note: The Application Date is the date you’re actually entering the information. The Effective Date is
the date the student becomes eligible for Free/Reduced meals. They both default to the system date. If
you’re backdating the Effective Date, it helps if you also backdate the Application Date to the same date.
If you forget, don’t worry about it
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Note: if you are backdating the Effective Date, any purchases made during those days will be updated to
reflect the new status

11. Enter the Application Number
12. Set the Lunch Code to O
13. Click on Save
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(03f) Entering an Income Eligible application into Skyward

This document is for the person that processes Free/Reduced meal applications and provides step-by-
step details on how to create an Income Eligible application

Note: if the application contains both income information and a valid Food Stamp case number, process
the application as Food Stamp

Note: it is assumed that you’ve already looked over the paper application and verified all required
information is present. Do not process the application if information is missing. Contact the applicant for
clarification if needed

Note: if you already know how to process applications, but just don’t remember what type of
information to include/not include for the various lunch codes, you can refer to (03a) What Information
is Needed for Which Type of Application

1. Click on the Food Service tab in Skyward
2. Under the Payor/Customer Maintenance section, click on Payors
3. Click the dropdown arrow to the left of the student’s name:

[ okt

4. Click the dropdown arrow to the left of Application:

w Applications | Add Application

Temp? Appl Date Effective Date Active? Denied? HH Size Lunch Code Application Humber Application Type
b iew o 0717203 01011900 Yes Mo a F - Paid Manual

5. Look at the top (most recent) application and see what the date Effective Date and Lunch Codes
are:
e |Isthe Effective Date 07/01 of this year or later? If yes, this is a current application. Look at
the Lunch Code. If it's an R or a P, process the application *see step 6
e [f the Effective Date is prior to 07/01 of this year, process the application *see step 6
6. Preview this same information for any other students on the application
e If any student on the application is DC for the current school year (has a date of 07/01 of
this year or later), do not process the application. Instead, follow the document for Adding
Direct Cert to a Student’s Account in Skyward
e If nostudent on the application is DC, process the app
7. Click on the Add Application link
8. In the Calculate Annual Income section, enter the income and frequency listed on the paper
application
|
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@ Calculate Annual Income

al

12 [[ onthy |
26 IBiTJ]EE}ilY LI

Ernployrnent Incorne | 350,00 |

i

Other Income 1 | 850,00 |

9. Look at the Effective Date and change it if necessary
10. If backdating the Effective Date, also backdate the Application Date to the same date

* ppplication Date: (077112013 |[74]
* Effective Date: [07/11/2013 |74

Note: The Application Date is the date you’re actually entering the information. The Effective Date is
the date the student becomes eligible for Free/Reduced meals. They both default to the system date. If
you're backdating the Effective Date, it helps if you also backdate the Application Date to the same date.
If you forget, don’t worry about it

11. Check the box to indicate Applicant Has No SSN

SO, ¥k sk 0000 | W 4pplicant Has Mo SSM

Note: certain application types require that the last four digits of the applicant’s SSN be entered.
However, Skyward does not need to have this number entered, so this box can be checked for all
application types

12. Enter an Application Number and Household Size

Application Murnber: |1 | Household Size:

Note: you will, at this time, need to keep a record of which application numbers you have used, as you
will need to enter the next available number every time you process an application.

You will now receive a message that the system has calculated the eligibility and asking if you want it to
set the pay type. Review the eligibility (in this example, Reduced) and make sure it seems right for the
information you entered (in case of a type-o). If this seems appropriate, click on Yes
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Income and household size qualifies this Payaor for REDUCED
priced meals. Do you want the Lunch Code changed to

REDUCED?

Note: by saying Yes here, all it does is populate the Lunch Code with the referenced status:

* | unch Code: | @ w R

Note: If the student(s) qualify for Free, the Lunch Code should show F

13. Are there other students on the application? If so continue, otherwise, skip to step 15:
e Click on Clone Application
e Check the box for any other students that should be added to the application
e Click on Save

14. Click on Save

15. Repeat for any remaining applications
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(03g) Creating an Application for Multiple Household Students

This document is for the person that processes Free/Reduced Meal Applications. It offers an alternate
option for creating applications.

Explanation: when processing applications, you can either go into Food Service/Payors, create an
application for one student on the application, then Clone that application to other household
members, or you can create 1 application for an entire family. The option in this document shows you
how you can to go into the Family/Applicant, and select all students at once. As a result, no cloning is
necessary. It’s also a quick and easy way to determine if one/all students in the household are DC,
without having to look all of them up

Note: the downside to this is that you have to be able to find the applicant when processing an
application this way. And the applicant has to be listed as a guardian in Family 1 for the students to
appear under this applicant. It can sometimes by difficult finding the applicant — especially if they have a
different last name than the students

Note: you would only use this process for Income Eligible and Food Stamp applications
Note: if you already know how to process applications, but just don’t remember what type of

information to include/not include for the various lunch codes, you can refer to (03a) What Information
is Needed for Which Type of Application

1. Click on the Food Service tab
2. Inthe Payor/Customer Maintenance section, click on Family/Household
3. Search for the applicant
4. Click the dropdown menu to the left of the applicant’s name
5. Click the dropdown menu to the left of Payors in this Family
gzt Mame & First hiclclle

Yernan

Expand &l Caollapse al Modify Details (displaying = g

* Pavors in this Family

Payor Hame = Status P
b Edit Kimball, Barbara 1 Active
b Ed ) .

6. This section will show you all students associated with this person, along with their current Lunch
Code. In this example, some of the students in this household are DC, but not all. Therefore, you
don’t need to process the application; just go into Barbara’s account and create a DC application for
her
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¥ Payors in this Family
Payor Hame = Status Prior Balance YTD Pmits YTO Purchs Curr Bal Lun Code Eff Date
B Edit Kimbsall, Barbara 1 Active -13235 0,00 0.00 1325 F - Paid 0&M5/2M 3
B Edit Levandowski, Kathy 1 Active 0.00 0.00 0.00 0.00 O-DC 100017201 4
b Edit Ramsey, Wirginia 1 Ative 000 000 000 000 b-DC 10001 /201 4
b Edit Thibodeau, Kathy 1 Active 0.00 1.00 1.00 0.00 D-DC 10001 /201 4
b Edit Hanvey, Robert 2 Active 0.00 0.00 0.00 0.00 D-DC OaM 37201 4
B Edt John, Hartzel 2 Active 0.00 0.00 0.00 0.00 O-Dc OEiM 34201 4

7. Inthe example below, no students are DC. Therefore, the whole family needs an application. Click
on the link in the Applications in this Family section to Add Family Application

¥ Payors in this Family

Pavor Hame o Status Prior Balance YTD Pmits YTD Purchs Curr Bal Lun Code
b Edit Kimball, Barbara 1 Active 325 0.o0 Q.00 1325 P - Paid
b Edit Levandowski, Hathy 1 Active 0.00 000 Q.00 Q.00 P - Paid
F Edit Ramzey, Yirginia 1 Active Q.00 0,00 0.00 0.00 P - Paid
P Edit Thibodesu, Kathy 1 Active 0.on 1.00 1.00 .00 P - Paid
p Edit Hanwey, Robert 2 Artive 0.00 000 .00 .00 P - Paid
P Edit John, Hartzell 2 Active 0.on 0.00 .00 .00 P - Paid

Total Records: &

* Applications in this anpr Add Family &pplication

Temp? »lppl [rate Effective Date Active? Denied? Payor Hame HH Size Lun €4

B Edt Mo 1000204 1000152014 b= Mo Lewvandowski, Kathy 1] P - Paicd

B Dol hi AOdd S0d 4 AOO4 Snd g Y, hi =] PR T YT Iul O Ol

8. You may get a message like this. If so, click on OK

Application Notice

The following names do not have the same howsehold address as the
selected Guardian and were not selected by default;

Harwey, Robert

Jokin, Hattzell

I

9. When the Application screen comes up, based on the message above, it automatically checks the
box for all students except Robert and John. If they are included on the paper application, check
their names here as well
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Create Application For

Creste’? & | Primary Payaor Name wi S |Appl LS Appl Date

kimball, Barbara m 08/15/2013
(] Levandowski, Kathy 1 & P 10/01/2014
r ¥ Rarmsey, Wirginia 1 & P 1070172014
(] Thibodeau, Kathy 1 & P 10/01/2014
PO Harwey, Robert 2 A P 08/13/2014
r O Johir, Hartzel 2 & P 08/13/2014

10. Complete the application as you would when processing a single student
11. Click on Save
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(03h) How to load Direct Cert files into Skyward

This documentation is for the Skyward user responsible for sending out the Direct Cert letters once the
file has been uploaded.

1. Obtain the Direct Cert file from the person in your district that gets it from CEPI
2. Open the file. Look down the ‘Matched Date’ column to see what the most recent match date is.
e Note: the file may not come out until the 6", but is effective on the 1%*. When you upload
the file, you’ll need to know this date
e Important Note: if the Match Date shows any month other than the one you’re in, you
should not backdate the file any earlier than the 1** day of the current month. Example:
today is 6/12 but the Match Date in the file is 5/15. When | load the file into Skyward, |
should not use a date earlier than 6/1
e IMPORTANT: after you get the date, click on File/Save As. The file is going to want to save
as a .txt file, which won’t work. From the dropdown menu, select .csv to save it
3. In Skyward, click on the Food Service tab
4. Inthe lower right-hand corner, under the Direct Certification section, click on Direct Certification
Processes
5. Click on Import Direct Certification Files
6. Click on the Import File button
7. Ifafileis already loaded, you’ll see the following:

File: Wienny Attached File Remove Sttached File

8. Click on Remove Attached File
9. Click on the Browse button and Browse to your file location

Import Direct Certification File A | J

Import Direct Certification File Ranges 2]

Last Rpme ;28 AM
iles Mo file selected. Upload

* Application Date: 06/10/2016 Friday

* Effective Date: [06/10/2016 || Friday

* Lunch Code: |of ¥ |DC

10. The Application Date is the date you're loading the file. This does not affect anything and cannot be
changed

11. Change the Effective Date to the date you found in the spreadsheet. This is important, as the system
will update any meals served to Paid or Reduced students as of this date
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12. For the Lunch Code, enter D

13. Click on the Upload button

14. Click on the Run button

15. Click Yes to the “are you sure” prompt

16. Once the process has completed, you will see the following:

Previeww Data to Process

17. Click on Preview Data to Process

18. There isn’t anything you need to look at on this screen. Just click the Back button
19. Click on the Run the Update button

20. Click on OK to the prompt

21. Once the processing has completed, click on Display Report

| Report Finished Processing

The report Process Import Direct Certification File Records
has finished processing.

Display Report Back

On this report, there are a few things you want to look at. The first page(s) shows the kids who were
made DC, along with their previous lunch codes:

312 312 01/03/2000 14 A M 07 2019
125 125 1170272007 & &AM 01 202§
31z 312 08/22/2002 11 A M 06 2020
915 915 03/27/2009 5 &AM E3 2024

LI« e s

122 122 05/28/2008 5 A F FG 2024

If the 30 day carryover process has already run, you might see kids on here that already have an
application for the current year. In this example, the first student was already free, and already knows
they’re free. Therefore, it’s not necessary to send them another letter. However, the last 4 students
went from either Reduced or Paid to DC. These kids do need to get the letter.

You have one of two choices here. You can print all the letters out and just remove those who don’t
need to get it. Or, you can go into the student’s application and mark the option for Letter Sent to Yes.
This is how you do that:
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22. On the Food Service tab, select Payors

23. Bring up one of the students that was already free

24. Click the dropdown arrow next to their name

25. Under the Application section, you'll see the previous entry, which was already Free, and the new
entry, which is DC

* Applications  Add Application

Temp? Appl Date Effective Date Active 7 Denied? HH Size Lunch Codse
F Edit Mo OS0E201 4 Q501 201 4 Yes M 5 0Dz
P Edit Mo 02390201 4 03 8201 4 Yes M 5 F - Free

26. Click on the Edit button
27. In the lower left-hand area, change Letter Sent to Yes.

Letter Sent?: Yea «

28. Click on Save

Now, when you go to (03i) print the letters, this one will not print, as they system thinks it has already
been printed.

You also want to look at the last page(s) of the DC report, which shows where there are multiple
students in a household, but not all of them are DC. The bolded name shows the student who was in the
file. The name beneath it shows who else is in that same household, but was not in the file. If any of the
students show that they’re R or P, these kids may be eligible to be made DC. It’s always a good idea to
call the household to verify both students do, in fact, live there.

Important Note: when you load the DC file and backdate it, it will overwrite any applications that you
entered with a later effective date. For example: you process an application with an effective date of
9/8, which resulted in a Reduced status. You then load the DC file with an effective date of 9/2. This will
overwrite your Reduced application and make it DC, but will not overwrite the Customer Control
Record, which is what determines what the student is charged in the cafeteria line. You do want to
backdate the DC file, as that’s when the student was eligible, but you’ll want to run the (22) RESA FS
Customer Control Record vs. Application report afterwards to see if there were any of these issues. If
so, call the RESA SIS help desk for help until you’re comfortable with making the CCR changes yourself.

Note: a ticket was submitted to Skyward on this on 10/1/15

Refer to document 03i for instructions on printing FS Letters
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(03i) Printing Application Letters

This document is for the person in your district that processes Free/Reduced meal applications, and
includes steps on how to print application letters notifying households of eligibility

After you’ve processed Food Service applications, or after a Direct Cert file has been loaded, you'll need
to print letters notifying households of their eligibility:

From the 000 entity, click on the Food Service tab

From the Application Letters section, click on Print Application Letters

Based on the types of applications you’ve processed, highlight the type of letter you want to print
Click on Print

Once the report has finished processing, click on View

If printing this particular letter for the first time this year, and if you had to make any changes to the
letter, read it over and make sure everything looks right. If not, reference (04c) How to Update
Application Letters

7. Print the letters

ok wNPRE

Note: if you’re removed the USDA statement from your letter, don’t forget to either attach a copy of it
to each letter, or run the letters back through the printer and print the notices on the back
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(03j) Printing Application Letters/Copies for an individual student

This document is for the person providing audit documentation for the AR Review, or for anyone that
needs to print out additional copies of individual application letters. It shows how to print additional
copies of notices that have already been printed out

From the 000 entity, click on the Food Service tab

From the Payor/Customer Maintenance section, click on Payors

Search for the appropriate student and expand his/her record

Under the Applications section, look for a current year application (7/1/xx or later, where xx is this
year) that has the appropriate lunch code you need to print a letter for. In this example, it’s a Paid

PwnNPE

application
Application Effective Active? | Denied? HH Size | Lun
Date (1) Date (1) (1) (1} {1} Cod
08/18/2015 08/17/2015 A M 0 H
08s12,2015 07/24,2015 A M 0D
10/13/2014 | 10/14/2014 | Y | M | D_P

Take note of the Lunch Code

In the upper right-hand corner of the screen, click on Quick Print

For the Report Option, select Application Letters

From the Template dropdown menu, select the appropriate letter for the student’s lunch code (that
you took note of in step 5)

lowcprie

O N WU

Favorites: Mo favorites available. Run
Report: © Payor Meal Statements Make

i @ Application Letters e
i Template:iCpen Ranges - R |L] Back

11900 D1D?niEd Lettgrg .
Direct Certificaticn Letter

Er2014 p1Expiring Letters

Free Approved Letters

—Mirart Fartifiratinn 1atter
Open Ranges - D
Cpen Ranges - F, &G, H, ©
Cpen Ranges - P
Cpen Ranges - R
F TDpLove

[ - Free

[ - Free

nlt Entity tomer Purchag

PR
WL
I ———— |

9. Click on Run
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(03k) Emailing Application Letters

This document provides instruction on emailing application approval/denied letters

Note: letters will be emailed where the guardian has an email listed in the system. For those that don’t
have an email, the email process will produce a letter that can be printed

In order to email application notices a change needs to be made in your existing application letters. With
this option selected, any 1%t guardian in the system with an email address will get an email notification of
the application letter. For those that don’t have an email listed for the 1%t guardian, the actual letter will
be printed during the Print Application Letters process

From the 000, click on the Food Service tab

Under Application Letters, click on Print Application Letters

Highlight one of your existing templates and click on Edit (to the right)

Expand the Email Options section

Check the box to Send Application Letters via Email

Email Body: this is the text the guardian will see when they open the email. You should enter
something here that’s descriptive of the letter they’re receiving. For example, in the Free letter,
the Email Body should be something along the lines of: Your 16-17 Free/Reduced Meals
Application has been processed and you have been approved for Free meals.

7. Click on Save or Save and Print if you're ready to process letters

ok wNE

If you Save and Print, an email will be immediately sent, wherever applicable. For those that don’t have
an email address listed, you’ll view the generated report and print out the letters shown

Note: the generated report will also provide a list of applicants that received the emailed notice. It’s not
a bad idea to save a copy of this for possible future reference
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(04a) Expiring Applications

This document is for the person responsible for sending expiring free/reduced status letters to any
parents that have not yet reapplied for benefits for the current school year. It includes instructions on
how to print a report of students that don’t have a current year application, as well as how to print the
actual letters that will be sent to the parent/guardian

Explanation: if a student doesn’t have a new application submitted within 30 school days of the new
school year, s/he will be given a Paid status on the 31 day. In order to see who these students are, you
can run a report to see who has not yet reapplied and/or you can print letters to send home

To run a report:

1. From the 000 entity, click on the Food Service tab
Under the Food Service module, click on Reports
From the Reports menu, at the very bottom, click on Prior Year Applications Report
Click on Add to add a new template
Give it a description of xx 2016 Expiring Apps (where xx is your initials — create it for the
appropriate year)
Check the box to Share with other users in entity 000
For the Application Low date, enter 07/01/xx (where xx is last calendar year)
8. For the Application High date, enter 06/30/xx (where xx is this calendar year)

e Example: it’s October 1%, 2015, and | need to send out letters for those who applied last
year. My Low Date would be 07/01/14 and my High Date would be 06/30/15

9. For the Processing Date, use today’s date
10. Set the Payor Status to Active
11. Uncheck the All Lunch Codes box
12. Click on the Lunch Codes button
13. Check everything except Paid, Visitor and Staff
14. Click on Save and Print

ukhwn

No

To print letters:
1. From the 000 entity, click on the Food Service tab
2. Under the Application Letters module, click on Print Application Letters
3. Highlight the template called ‘XX: Prior year — about to expire’ (or something of that nature,
where XX is your initials) and click on Edit
e If you don’t have an Edit button, check to see if Created By has your name. If not, you’ll
need to clone the existing app and give it another name
o If you don’t already see this letter here, click on Add to create a new one. Give it the
name referenced above
4. In the Letter Selection section, select the following:
Letter Type: Prior Year Application
Letter By: Guardian
Selected Merge Letters: Expiring Letter
Default Merge Letter: Expiring Letters
5. Inthe Application Ranges section, enter the following:
e Application Date:
|
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o Low =07/01/xx (where xx is last year)
o High = 06/30/xx (where xx is this year)
Example: it’s October 1%, 2015, and | need to send out letters for those who applied last
year. My Low Date would be 07/01/14 and my High Date would be 06/30/15
e Processing Date: enter today’s date
e Payor Status: set to Both
e Student Status: set to Active
e Uncheck Select All Lunch Codes
e Click on the Lunch Codes button
e Check everything except Paid, Visitor and Staff
6. Go back up to the Letter Selection section and click on the blue link for Custom Food Service
Letter
7. From the list of letters, highlight the Expiring letter
On the right-hand side of the screen, click on the Edit button
9. Make any necessary changes to the letter (like contact names if they’ve changed and any
referenced dates)
10. In the upper-right of the screen, click on Save & Close
11. Click on Back
12. Click on Save and Print

&

Note: you can print these letters as often as you’d like

Note: if you have the Email Option selected in this template, it will email the notification to the 1°
Guardian listed in the student’s 1°* Family, if that person has an email listed. If not, a letter will be
printed for that person. The report itself will provide a list of those emailed, as well as the actual letter
for those that need it
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(04b) USDA Non-Discrimination Statement and Food Service Letters

This document is for the person that processes applications and covers some information on the
verbiage in the Food Service application letters

Every year or so, the USDA changes the verbiage in their Non-Discrimination Statement. Prior to printing
out application letters for the New Year, you’ll want to check to see if this verbiage has changed. For the
15-16 school year, it was so long that it didn’t fit on the application letters if there was more than 1
student listed on the letter. Trying to make it fit on 1 page required that the font be so small it was
unreadable. We had run into issues in prior years with the letter spanning to a 2" page, where one
person’s letter might start at the bottom of someone else’s second page. Therefore, some districts
chose to remove the statement entirely from the letter. They either printed a bunch of the statements
out on a separate page and attached them to the letters, or they re-ran the letters through the printer
and printed the statement on the back of the letter. If you need to make any changes to the USDA
statement, and it is in your actual letter, use document 04c for instructions on updating the text. If you
don’t have the text included in your letter, make sure to check for the latest statement and print them
out if needed

You'll also want to see if the verbiage in the actual letters you send has changed. This doesn’t happen
very often, but if it does, you might need to update the letters as well (document 04c)
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(04c) How to Update Application Letters

This document is for the person that sends out the Food Service Free/Reduced/Verification
letters/notices. It covers how to update the text for the letters that get sent home notifying households
of their eligibility

Food Service Letters typically need to be updated from one year to the next. The letter, which contains
the actual verbiage on whether or not they were approved for free/reduced meals, usually contains year
specific dates, prices....

To update the Food Service Letters:

1. From the 000 entity, click on the Food Service tab

2. Under the Payor/Customer Maintenance module, in the Application Letters section, click on
Maintain Letter Templates

3. Highlight the first letter and click on Edit Form

4. Read through the letter to see if there are any year-specific dates, prices or if anyone’s name
needs to be changed in the letter. Make any necessary changes

5. Inthe upper right-hand corner, click on Save & Close

6. Repeat for any remaining letters

These are the application letters that need to be looked at:
e Denied — Income Over Limit
e Direct Certification Letter
e Free Letter
e Reduced Letter

Note: Expiring Letters are addressed in document 04a
Note: All Verification related letters are addressed in documents 07a and 07b
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(04d) How to Update Application Letter Templates

This document is for the person that sends out the Food Service Free/Reduced/Verification
letters/notices. It covers how to update the templates that tell the system who to print the eligibility
letters for

Food Service Report Templates typically need to be updated from one year to the next. The Report
Templates tell the system who to print the letters for and do contain dates that need to be changed

To update the Application Report Templates:
1. From the 000 entity, click on the Food Service tab
2. Under the Payor/Customer Maintenance module, in the Application Letters section, click on
Print Application Letters
3. Highlight the first template and click on Edit
e |[f the template was Created By someone other than you, you won’t be able to edit it.

You'll have to click on Clone and create a new one. If you create your own, give it the
same name, but include your initials at the beginning of it. Example: BK: Denied Letters

4. Make any necessary changes referenced starting on the next page

5. Once changes have been made, click on Save

The following templates need to be updated:
e Denied Letters
e Direct Certification Letter
o Free Approved Letter
e Reduced Approved Letter

Note: Verification-related templates are covered in documents 07a and 07b
Note: Expiring letters are covered in document 04a
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Denied Letters:

Letter Selection

Letter Type: & payor Application
C Prior vear Lpplication
C Ternporary Application
Letter By: & Guardian © Payor
* Custom Food Service Letter: |Denied - Incame Ower Limit |»|

Application Ranges

Case Mumnber: | |

Anusal Income:

Lo High
Guardian Alphakey: [ | ZI7IZEI7IIT
application Momber: [ | I777EEEE7777

Where both Application Date

Application Date: |D?,fljlf2015 ||_,
Effective Date: |07/01/2015 |_:

Payar Status: Im
Student Status: m
Application Status: m
Letter Sent: Im
Application Denied: m
Application Type: Im

¥ Select Al Default Entities

and Effective Date are 07/01/
of the current year

Ertfes Where only the P Lunch
Code is selected

I™ select &0l Lunch Codes | Lunch Codes 4]

¥ Oy Print Most Recent Application for Payor
I™ Include ALL students for Payor if one falls within the Default Entity Range

Letter Setup

Heading Line 1: | |
Heading Line 2 | |
Heading Line 3: | |
Cortact Marne: | |
Address: | |
|
|
|
|

City/State/zip: |
Fhione: |
Ernail: |
Signature MNarme: |
Title: |
Respond By: D -~
Foliow-up Respanse: D
Letter Options: [Print Payor Tithes
¥ st Letter Sent Field
I Breakfast Served

These dates don’t really affect anything, but a
date is required in order to save the template
Make sure the Set Letter Sent box is checked

Reduced Cost Descriptions
Lunch Description: | |
Erealfast Description: | |
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Direct Certification Letter:

Letter Selection

Letter Type: & Pavor Application
" Prior ear Application

L8 Ternporary Application
Letter By: @ Guardian  © Payar
* Customn Food Service Letter: |Direct Certification Letter v
Application Ranges
Lo High
Guardian Aphakey: || I7777TTIZIT
application Murmber: [ |
Case Nurmber: | | [ |
annual Income: 5,990,093.09
pplcaten Date: 07/01/2015 [ Where both Application Date

Effective Date: 07/01/2015 i) \ and Effective Date are 07/01/

Paror et m of the current year
Student Status: Im
Application Statys: m
Letter Sent: IND—L,
Application Denisd: IND—;,
Application Type: I‘Ul—L,

W select all Default Entities Entities

I Selert Al Lunch Codes Lunch Codes <+—— Where only the D Lunch
¥ Orily Print Most Recent application for Payar Code is selected

I™ thclude ALL students for Payar if one falls within the Default Entity Ral <

D |

Letter Setup

Heading Line 1: |
Heading Line 2: |
Heading Line 3: |
Contact Mame: |
Address: |
City/State/Zip: |
Fhore: |

Email; |

Signature Mame: |
Title: |

R d By: |10/01/2015 | .
SRR D: These dates don’t really affect anything, but a
Follow-up Response: [10/01/2015 |

Letter Options: [2print Payar Titles date is required in order to save the template

¥ et Letter Sent Field Make sure the Set Letter Sent box is checked
I™ Breakfast Served

Reduced Cost Descriptions
Lunch Description: | |
Ereakfast Description: | |
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Free Approved Letters:

Letter Selection

Letter Type: & payor application
 prior Year Application
e Ternporary Application
Letter By: @ Guardian  © Payor
* Custorn Food Service Letter: |Free Letter |v|

Application Ranges

L High
Guardian Alphakey: ||
spplication Mumber: [
Case Muriber: | | [FZ777777777777777777 |
Annual Incorme;

Application Date: [07/01/2015 || Where both Application Date
Effective Date: 07/01/2015 |4 ~ and Effective Date are 07/01/

Payor Status:[Bota 7] of the current year
Student Status: Im
Application Status: m
Letter Sent: Im
Application Denied: Im
Application Type: Im
W Select &l Default Entitiss Erities

I select &l Lunch Codes [ LunchCodes | < Where only the F, G, Hand O
Lunch Codes are selected

! Only Brint Most Recent Application for Payor
™ Include ALL students for Payar if one falls within the Default Entity Range

Letter Setup

Heading Line 1; |

Heading Line 2: |

Heading Line 3: |

|

|

|

Contact Mame: | |
Address: | |
|

|

|

1

CityfState/Zip: |
Phore: |
Ernail: |

Signature Marne: |

Title: | These dates don’t really affect anything, but a

Respond By: [10/01/2015 | date is required in order to save the template
el Pl ol E Make sure the Set Letter Sent box is checked

Letter Cptions: [ Print Payor Titles
¥ Set Letter Sent Field
I Breakfast Served

Reduced Cost Descriptions
Lunch Description: | |

Breakfast Description: | |
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Note: the Prior year — about to Expire letter is covered in another document for expiring applications
Reduced Approved Letter:

Letter Selection

Letter Type: &' payor Application
" Prior Year Application
o Ternparary Application
Letter By: ™ Guardian € Payor
* Custom Food Service Letter: |Reduced Letter -

Application Ranges

Lo High
Guardian alphakey: [ ]
spplication Murmbers [
Case Murnber: | | [ |
Annual Income:
Application Date: :l
Effective Date: [07/01/2015 || Where both Application Date

Payar Status: [ Both - \ and Effective Date are 07/01/

Student Status: m of the current year
Application Status: m
letter sert:[ w0 =]
Application Denied; Im
Application Type: Im

W iti Enti .
Select Al Default Entities ies Where onIy the R Lunch Code is

I™ select all Lunch Codes Lunch Codes 1 selected

M Grily Print Maost Recent Application for Payar

7 Include ALL students for Payar if one falls within the Default Entity Range

Letter Setup

Heading Line 1: |

Heading Line 2: |
Heading Line 3: |

|

|

|

Contact Mame: | |
address: | |
|

|

|

|

|

CityfState/Zi: |
Phare: |

Ernail: |

Signature Mame: |
Title: |

Respond By: [10/01/2015 |[74] o )
Follow-up Resporse: [10j01/2015 ||y These dates don’t really affect anything, but a
Letter Options: [} Frint Payor Titles date is required in order to save the template

' Set Letter Sent Field Make sure the Set Letter Sent box is checked
I™ Breakfast Served

Reduced Cost Descriptions
Lurich Description: | |
Ereakfast Description: | |
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(05) Messages you get during the application process

This document is for the person that processes Food Service free/reduced meal applications and covers
some of the common messages that come up during the application process

When processing Food Service applications, various messages pop up, depending on what you're trying
to do. It’s very important that you read these messages and understand what they’re saying. Otherwise,
there could be very unintended consequences

Wiould you like to update all Applications with the same Application
Mumber?

: Mot updating all applications may cause them not to be connected for
future processing.

Yes o

Scenario: you’re processing/editing an application, which, when you save it, prompts you with the
following, which indicates the Application Number you’ve entered is already in use. The message is
asking you if you still want to use this number

Answer: if you're getting this message because you had already processed another application for
someone else in the same household and given them this application number, click on Yes. If you did not
just assign this number to someone else in the household, or are not sure, select No. Worst case
scenario if you select No is that two different letters will be printed for this family. Worst case scenario if
you select Yes is that 1 letter will be sent to multiple households

Mo Application Mumber has been entered. Would you like to
continue?
Yes Mo

Scenario: you've processed an application and clicked on Save, which resulted in the message that No
Application Number has been entered

Answer: if you’re processing an Income Eligible, Food Stamp or Foster application, you should enter an
Application number, so you would click No here. If it's any other type of application you would click Yes
to continue here
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Entering a Case Mumber qualifies this Payor for FREE priced
meals. Do yvouwantthe Lunch Code changed to FREE?

Yes i}

Scenario: you’ve processed an application, which included a Food Stamp case number. At some point
during the process you'll get the message that Entering a Case Number qualifies for Free — do you want
the Lunch Code to be Free? (meaning it will automatically enter a Lunch Code of F)

Answer: if you’ve processed an app with a Food Stamp case number, the Lunch Code should be G. If you
say Yes to the prompt above, you’ll have to change the automated F to a G. If you say No, you'll just
manually type in the G

This application results in a reduction of eligibility status.
Please refer to your state or district documentation when
reducing a Payor's benefits to werify that the required Payar
natification process is being followed. Ifyou are unsure how to
proceed, itis recommended to review the Effective Date before
saving this record.

Would you like to continue?

Yes M

Scenario: you've processed an application which, upon saving, informs you that this application results
in a reduction of eligibility — they either went from Free to Reduced/Paid or Reduced to Paid. | believe
you only get this message if you process another application within the same school year.

Answer: Because eligibility is good for the entire year, families don’t need to submit a new app if their
circumstances have changed, so there really should be any reason that, for the current school year, they
should have a reduction in benefits (this doesn’t include the 30 day carryover students). You'll likely
want to say No here
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Mo Social Security information has been entered. Application
must either e marked as Denied, or the Social Security

information must be entered.

Scenario: you've entered an application and Saved it, which resulted in the prompt that No Social
Security information was entered

Answer: Income Eligible applications require something be entered in the Social Security area. You’ll
want to make sure the paper app has the SS number on it, but it’s not necessary to enter the last 4 into
Skyward. All you need to do is check the box that the applicant has no SS#

The Lunch Code an the Application has changed. Do you want to
Update the Lunch Code Control Record(s) for customeris) attached to
this application to have this same Lunch Code?

Ifyvou select “es' and discrepencies are found while trving to update the
Lunch Code Cantrol Records, an additional screen will display that will
allows ywou to make manual changes to the records.

[fyou select ™o, this will cause discrepencies hetween the Application
and Lunch Code Control Records.

Yes Mo

Scenario: you've edited an application that resulted in a change in benefits. Example: you processed it
and it said they were Paid. You then realized you entered too much income so you Edit the app and
correct it. When you Save it, you get the message that the Lunch Code on the Application has changed,
which asks you if you want to also update the Lunch Code Customer Control Record

Answer: Yes, you do want to do update the CCR! If you recall, the only purpose in processing an
application is so that it can calculate the student’s eligibility. Once the app is created, it also creates the
Customer Control Record Lunch Code, which is what actually determines what the student is charged in
line.

Note: the (22) RESA FS Customer Control Record vs. Application report should be run on a
weekly/monthly basis to see if there are any discrepancies in the application Lunch Code and the
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Customer Control Record Lunch Code. It’s very important that you run this report prior to submitting
your monthly reimbursement so that you’re reporting students with the correct reimbursement rate

Also note: these inconsistencies don’t just result from changes you make to an application. There are
certain Skyward processes that can also cause these not to match

Applicationis) already existwith this Application Mumber.
Would you like to continue®?

Scenario: you've processed an application, entered an application number, and saved the app, which
results in a message that that application number is already in use. Do you want to continue?

Answer: Skyward doesn’t keep track of application numbers for you, which means you have to keep
track of them yourself. If you are creating individual apps for members of the same household, you do
want them to have the same app number, so you would say Yes. However, if you’re not adding someone
else to an existing application, you would not want to continue. Giving two different households the
same application number will result in numerous issues. It’s very important that you do not accidentally
combine households by giving them the same app number

Income and household size qualifies this Payar for FREE
priced meals. Do you wantthe Lunch Code changed to
FREE?

Yes Mo

Scenario: you've entered an Income Eligible application which prompts you that based on Income and
household size, the student qualifies for Free. It asks if you want to change the Lunch Code to Free
(which would be the F code)

Answer: F is your default Lunch Code for Free. Anytime you process an app that results in a free status,
the system is going to want to insert the F lunch code. In this case — income eligibility —the Lunch Code
should be an F. If you say Yes here, it will populate the LC field for you. If you say No, you’ll just manually
typeinanF
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= Lunch Code cannot be blank.

OK

Scenario: you've entered application information and click on the Save button, which results in a
message that the Lunch Code cannot be blank

Answer: this occurs when you haven’t entered enough information for the system to be able to
calculate a lunch code. For example, you’ve entered income information, but didn’t indicate the number
of people in the household. The system can’t determine the lunch code without the household size, so

when you saved it there was no Lunch Code listed in the app. Make the necessary corrections and Save
it again
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(06) 30 Day Carryover Eligibility

This document is for anyone that wants to know how the 30 day carryover eligibility works for
free/reduced eligible students.

Free/Reduced meal eligibility must be determined on a yearly basis. Once a student is eligible, they are
eligible for the entire year, regardless of changing circumstances. So, if a student is becomes homeless
for 1 day only, they are eligible for the entire year based on that 1 day of homelessness

Furthermore, for every new school year, any student that was free/reduced the previously year gets 30
school days into the new year at the old eligibility. This gives the parents time to fill out a new
application. On the 30" school day of the new school year, the RESA runs a process that creates a new
application for any students that were previously free/reduced that have not yet filled out a new
application for the current year

Prior to the 30" day, districts should send expiring notices out to those that haven’t yet reapplied. These
notices shouldn’t be sent out too early, as parents may already have filled out applications that haven’t
yet been processed. A good rule of thumb is 2 weeks before that 30" day — around the end of
September, beginning of October. See (04a) Expiring Applications for instructions on running a report
and/or printing letters for any expiring students

This document will show you how to set up a template to mass change all students who were Free or
Reduced in the previous school year and did not apply/qualify for Free or Reduced after the 30 day
carryover window. This will need to be ran after lunch, at the end of the day prior to your change date
#6 above.

1. From the 000 Entity select Food Service/Payor-Customer Maintenance/Setup/Utilities
(WS/FS/PM/PS/UT)

LY

Student RN

Educator | Advanced | Federal/State | Custom Q
Services ERER

Ofiice, { Administration | Access Plus | Features Reporting | Reports

w | Students | Families | Staff |

4" Student Management Setup

ood Service Setup v Purchases Setup v Payor/Customer Maintenance ‘ Sehup
beudo Applications '8 ltem Master n Customers ‘ Utilities 1
inch Menus D Point of Sale 8 Family/Household

2. In Utilities select the Change Code by Application Date

L e o e e ey ) |

El-ﬂ Mass Change Utilities

---- {1 Change Lunch Code by Application Date 2

3 — 8. Set up your template using the example below USING CURRENT YEAR INFORMATION
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3—8. Set up your template using the example belo%i USING CURRENT YEAR INFORMATION

Utility Ranges AU & 2 ILE
This process will do the following if a Payor’s application and lunch code fall within the ranges: —pz—

- Create 3 new application for the payor. T

- Change the payor and his/her assigned customers’ lunch codes to be the New Lunch Code selected. \[ S;:g \
To determine if the above information should be changed, the process checks for the following: ( pack |

- An application for the payor that falls batween the Previous Application Entered Date ranges.
- An application do=s not exist for the payor on or after the Payor Application Effective Date.
- The Payor’s lunch code matches one of the selected Lunch Codes to Change.

After the process has completed then a report will be run to show the differences between Payor and Customer
lunch codes because these people may have to be updated manually.

Template Settings

* Template Description: [17-18 30 Day Carryover 3 ]
) Share with other users in entity 000

Utility Ranges 31 school days from
Low High 4 the start of school

* Previous Application EntergdData: (0170171900 1|1} [06/30/2017 Lempeeeed
* Payor Application Effect| 5 | (0673072017 i) 22 Prioe o baeere the st appication
* Change Customer Effective Date: [10/17/2017 6 [ school days from the start of school)

v

7 [unch Code Selection AT S
[ Select Lunch Codes To Chang unch Code ;@R sew
*Newlund 8 L P v Paid bckoe  Codea  Descagton Bt
— 1 - * = ) Sevect &
5 - N 10 Rocar:
e G 23 —
4 ¥ " Homeoss oy
5% 0 Foster Ty
3 P paid
? Q DC Redducad
LR R Reduced
S Staft
L o g 0O v e
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(07) Verification Guide

This is for the person/people in your district that will be performing the Food Service Verification
process in October and November. It's a guide on the steps that need to be completed. There is
corresponding documentation on how to perform each of these tasks

Note: the Verification sample must be pulled from data that was in effect ON October 1%, but the
process doesn’t need to be run on the first. It can be run at any time, provided you leave enough time to
have all responses in, and recorded, by November 15t

Sampling Method to Use:

e Error-Prone (Standard): if you received less than an 80% response rate from last year’s
Verification process, you will be required to use this sampling method for the current year. Your
superintendent will usually get an email indicating this method must be used

e Random (Alternate 1): if you’re not required to use the Error-Prone (Standard) method, you can
select from this option or the next

e Focused (Alternate 2): if you're not required to use the Error-Prone (Standard) method, you can
select from this option or the previous one

(07b) Update the following Verification Letter Templates:
e Benefits Decreased — F/R to Paid

Benefits Increased

Benefits Reduced — Free to Reduced

Failure to Respond

No Change in Benefits

e Verification Notice

(07a) Update the following Verification Letters:
e Benefits Increased
e Benefits Reduced - Fto R
e Benefits Terminated — F/R to P
e Failure to Respond
e No Change in Benefits
e Verification Notice

(07c) Pull your Verification Sample and print the notices:

Note: don’t forget to include documentation on acceptable forms of proof

Note: you can reprint the notices as many times as needed if you don’t get a response the first time. Just
remember to (07a) update the letter to include a new respond by date

(07d) Record Verification responses

(07e) Send Verification Response letters

(07f) Complete the Verification process

(07g) Print your Verification reports
|
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(07a) Updating Verification Letters

This document is for the person that sends out the Food Service Verification letters/notices. It covers
how to update the actual letters

Food Service Letters typically need to be updated from one year to the next. The letter, which contains
the actual verbiage on whether or not they were approved for free/reduced meals, usually contains year
specific dates, prices...

To update the Verification Letters:
1. From the 000 entity, click on the Food Service tab
2. Under the Payor/Customer Maintenance module, in the Application Letters section, click on
Maintain Letter Templates
3. Highlight Benefits Decreased — F/R to Paid and click on Edit Form
4. Make any necessary changes
5. Inthe upper right-hand corner, click on Save & Close
6. Repeat for the following:

e Benefits Increased

e Benefits Reduced — Free to Reduced
e Failure to Respond

e No Change in Benefits

e Verification Notice

Note: quite often the USDA non-discrimination statement is updated from one year to the next. You'll
want to make sure that the letter contains the most recent verbiage. For the 2016 school year it was so
long that it wouldn’t all fit on one page. There have been issues in the past with the letter taking up
more than one page, in that at times the next letter would print at the bottom of the previous letter’s
2" page. Some districts elected to take the notice out of the actual letter in Skyward and either print a
stack of the notices out to attach to the letters or to rerun the letters upside down in the printer and
print the statement on the back

You'll also want to make sure that if the USDA requirements for letter verbiage has changed that you
update the letter
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(07b) Updating Verification Letter Templates

This document is for the person that sends out the Food Service Verification letters/notices. It covers
how to update the letter templates that tell the system who to print the letters for

Food Service Templates don’t typically need to be updated from one year to the next, as they just tell
the system who to print the letters for and do not contain dates that need to be changed

To verify the Verification Letter Templates are set up correctly:
1. From the 000 entity, click on the Food Service tab
2. Under the Application Verification section, click on Verification Letters
3. Click on Print Verification Letters
4. You should see a list of at least 6 templates here:

Benefits Decreased — F/R to Paid

Benefits Increased

Benefits Reduced — Free to Reduced

Failure to Respond

No Change in Benefits

Verification Notice

If you’re missing any options, click on the Add button and use the following pages as a guide on how to
set up your own templates

If you have all the options, click on Edit and verify the information on the following pages:

Note: if you didn’t create the template, you won’t be able to edit it. In that case, Clone the existing
template and give it the same name, but with your initials at the beginning. Example: BK: Benefits
Increased
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Benefits Decreased — F/R to Paid

Template Settings

* Ternplate Description: |Benefits Decreased - F/R to Pa |

¥ Share with other users in entity 000
I™ Print Greenbar

Letter Ranges

* Custom Food Service Letter: Benefits Decreased - F/R to Paid |«

Respond By: [09/28/2015 ||
Follow-up Response: [09/28/2015 El

L High
werification Key: | | |FFFEFFEEEEZ |
Letter Sent: I Both j
Resporse Types: [ Select al Select Responses

I Increase Mumber of Contacts Counter

Letter Setup

Template Description: Benefits Decreased — F/R to Paid

Share with other users in entity 000: check this

Custom Food Service Letter: Benefits Decreased — F/R to Paid

Respond By: this date doesn’t really affect anything — just make it today’s date

Follow-up Response: this date doesn’t really affect anything — just make it today’s date

Letter Sent: this should be set to Both

e Note: normally this would be set to No so that you would only be printing notices for those you
haven’t already notified. However, due to common problems in this area, it’s suggested that you set
it to print all responses, whether or not a response has already been sent. As a result, you’ll possibly
get a new letter for those you’ve already sent one to. You can discard these duplicate notices

Response Types: uncheck Select All

Select Responses: P: Responded Changed to Paid

Increase Number of Contacts Counter: uncheck this

Letter Setup section: you don’t need to do anything here

Click on Save
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Benefits Increased

Template Settings

* Ternplate Description: |Benefits Increased |

¥ Share with other users in entity 000
I™ Print Greenbar

Letter Ranges

* Customn Food Service Letter: \Benefits Increased -

Respond By: [09/28/2015 ||
Follow-up Response: [09/28/2015 El

L High
werification Key: | | |FFFEFFEEEEZ |
Letter Sent: I Both j
Resporse Types: [ Select al Select Responses

I Increase Mumber of Contacts Counter

Letter Setup

Template Description: Benefits Increased

Share with other users in entity 000: check this

Custom Food Service Letter: Benefits Increased

Respond By: this date doesn’t really affect anything — just make it today’s date

Follow-up Response: this date doesn’t really affect anything — just make it today’s date

Letter Sent: this should be set to Both

e Note: normally this would be set to No so that you would only be printing notices for those you
haven’t already notified. However, due to common problems in this area, it’s suggested that you set
it to print all responses, whether or not a response has already been sent. As a result, you'll possibly
get a new letter for those you’ve already sent one to. You can discard these duplicate notices

Response Types: uncheck Select All

Select Responses: F: Responded Changed to Free

Increase Number of Contacts Counter: uncheck this

Letter Setup section: you don’t need to do anything here

Click on Save
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Benefits Reduced — Free to Reduced

Template Settings

* Ternplate Description: |Benefits Reduced - Free to Red |

¥ Share with other users in entity 000
I™ Print Greenbar

Letter Ranges

* Customn Food Service Letter: Benefits Reduced - Free to Redui+

Respond By: [09/28/2015 ||
Follow-up Response: [09/28/2015 El

L High
werification Key: | | |FFFEFFEEEEZ |
Letter Sent: I Both j
Resporse Types: [ Select al Select Responses

I Increase Mumber of Contacts Counter

Letter Setup

Template Description: Benefits Reduced — Free to Reduced

Share with other users in entity 000: check this

Custom Food Service Letter: Benefits Reduced — Free to Reduced

Respond By: this date doesn’t really affect anything — just make it today’s date

Follow-up Response: this date doesn’t really affect anything — just make it today’s date

Letter Sent: this should be set to Both

e Note: normally this would be set to No so that you would only be printing notices for those you
haven’t already notified. However, due to common problems in this area, it’s suggested that you set
it to print all responses, whether or not a response has already been sent. As a result, you’ll possibly
get a new letter for those you’ve already sent one to. You can discard these duplicate notices

Response Types: uncheck Select All

Select Responses: R: Responded Changed to Reduced

Increase Number of Contacts Counter: uncheck this

Letter Setup section: you don’t need to do anything here

Click on Save
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Failure to Respond

Template Settings

* Ternplate Description: [Failure to Respond |

¥ Share with other users in entity 000
I™ Print Greenbar

Letter Ranges

* Custom Food Service Letter: Failure to Respond -

Respond By: [09/28/2015 ||
Follow-up Response: [09/28/2015 El

L High
werification Key: | | |FFFEFFEEEEZ |
Letter Sent: I Both j
Resporse Types: [ Select al Select Responses

I Increase Mumber of Contacts Counter

Letter Setup

Template Description: Failure to Respond

Share with other users in entity 000: check this

Custom Food Service Letter: Failure to Respond

Respond By: this date doesn’t really affect anything — just make it today’s date

Follow-up Response: this date doesn’t really affect anything — just make it today’s date

Letter Sent: this should be set to Both

e Note: normally this would be set to No so that you would only be printing notices for those you
haven’t already notified. However, due to common problems in this area, it’s suggested that you set
it to print all responses, whether or not a response has already been sent. As a result, you'll possibly
get a new letter for those you’ve already sent one to. You can discard these duplicate notices

Response Types: uncheck Select All

Select Responses: N: No Response

Increase Number of Contacts Counter: uncheck this

Letter Setup section: you don’t need to do anything here

Click on Save
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No Change in Benefits

Template Settings

* Template Description: [No Change in Benefits |

¥ Share with other users in entity 000
I™ Print Greenbar

Letter Ranges

* Custom Food Service Letter: Mo Change in Benefits -

Respond By: [09/28/2015 ||
Follow-up Response: [09/28/2015 El

L High
werification Key: | | |FFFEFFEEEEZ |
Letter Sent: I Both j
Resporse Types: [ Select al Select Responses

I Increase Mumber of Contacts Counter

Letter Setup

Template Description: No Change in Benefits

Share with other users in entity 000: check this

Custom Food Service Letter: No Change in Benefits

Respond By: this date doesn’t really affect anything — just make it today’s date

Letter Sent: this should be set to Both

e Note: normally this would be set to No so that you would only be printing notices for those you
haven’t already notified. However, due to common problems in this area, it’s suggested that you set
it to print all responses, whether or not a response has already been sent. As a result, you’ll possibly
get a new letter for those you’ve already sent one to. You can discard these duplicate notices

Follow-up Response: this date doesn’t really affect anything — just make it today’s date

Response Types: uncheck Select All

Select Responses: C: No Change

Increase Number of Contacts Counter: uncheck this

Letter Setup section: you don’t need to do anything here

Click on Save
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Verification Notice

Template Settings

* Ternplate Description: |Werification MNotice |

¥ Share with other users in entity 000
I™ Print Greenbar

Letter Ranges

* Customn Food Service Letter: Verification Motice -

Respond By: [09/28/2015 ||
Follow-up Response: [09/28/2015 El

L High
werification Key: | | |FFFEFFEEEEZ |
Letter Sent: I Both j
Resporse Types: [ Select al Select Responses

I Increase Mumber of Contacts Counter

Letter Setup

Template Description: Verification Notice

Share with other users in entity 000: check this

Custom Food Service Letter: Verification Notice

Respond By: this date doesn’t really affect anything — just make it today’s date

Letter Sent: this should be set to Both

e Note: normally this would be set to No so that you would only be printing notices for those you
haven’t already notified. However, due to common problems in this area, it’s suggested that you set
it to print all responses, whether or not a response has already been sent. As a result, you’ll possibly
get a new letter for those you’ve already sent one to. You can discard these duplicate notices

Follow-up Response: this date doesn’t really affect anything — just make it today’s date

Response Types: uncheck Select All

Select Responses:

Increase Number of Contacts Counter: uncheck this

Letter Setup section: you don’t need to do anything here

Click on Save
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(07c) Verification Process

This document is for the person in your district that will be pulling the Verification Sample. It covers how
to pull the sample and print the letters

Note: once the sample has been pulled, all you need to do is send the letters to the selected
households. After that, there’s nothing more to do until the responses come back

Prior to starting the Verification process, you’ll want to run the following:
e (20) Sync Payor Status Audit utility
e (22) RESA FS Customer Control vs. Application report
e (21) RESA FS Lunch Code Errors report

Once these reports and the utility have been run and verified, you can proceed with this document.

Pulling your sample:
1. From the 000 entity, click on the Food Service tab
2. Under the Application Verification section, click on Verification Processes
3. Click on Maintain Verification Samples
4. |If prompted, set the school year to the current school year and click on Apply
e Note: in the 2017-18 school year, this should be 2018
On the right-hand side of the screen, click on Create Sample
6. Select your Sample Type
e Note: make sure to see if your district is on the list of districts required to use the Random
sampling method. If you are, you MUST select Random. If you’re not, you can select any option
7. The Count Date field, which is misleading (since it has nothing to do with Count Day), should be set
to Oct. 1%, which is the date you use from which to pull your sample
8. Uncheck the box for All Lunch Codes
9. Click on the Lunch Codes button
10. All options should be checked except for P(paid), S(staff) and V(vistor)
11. Click on Save
12. Uncheck the All Schools checkbox
13. Click on the Schools button
14. Check any/all schools applicable for Verification
e Anexample of a school you wouldn’t want checked is if your district has a Food Service entity
set up. These all start with FS and were set up only to feed students not enrolled in your district.
If the students in this entity are eligible for Verification, check the entity. If not, don’t.
15. Click on Save
16. Click on Run
17. When prompted if you're sure, click on Yes
18. Once the report has finished generating, click on View to see the students that were selected for
Verification
19. Print the report for your records
20. You'll get a prompt for ‘when processing has finished’ — click on OK

g
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21. Click on Back

22. On the right-hand side of the screen, click on Print Letters

23. Highlight the Verification Notice and click on Print

24. Print an extra copy of the letters to attach to the original application
25. Mail the letters

Note: if you were to now look at the application of one of the students selected, you would see a V
listed, indicating this application was selected for Verification

w Applications Add Application

Temp? Appl Date Effective Date Active?
b Edit L Mo 08/24/2015 082412015 Yes

EVERYTHING FOOD SERVICE

PAGE 64 OF 27
BK:VR 07/27/2017 GE 64 OF 273



(07d) Recording Verification Responses

This document is for the person that will be recording the Verification responses in Food Service. The
responses are the documents you get from the households selected for Verification proving their
income/eligibility

There are a few different scenarios on how to handle verification responses:

Food Stamp application - no response, you did not contact DHS:

1. Onthe last day of Verification, create a new application for the affected students

2. For Income, enter $1

3. For Effective Date, add 10 days to today’s date (they get the 10 day grace period if they didn’t
respond)

4. When prompted that the student qualifies for Free, select No

5. For Application Number, enter Verification Response

6. Setthe Lunch Code to P

7. Enter a Household Size of 1 (this will keep the application from displaying on the Application Errors
report)

8. Check the box for Applicant Has No SSN

9. Set Letter Sent field to Yes

10. Set Application Denied to Yes
11. In the Application Comments section, indicate that you did not get a response for Verification
12. Click on Save

e Note: if you've already created a new application for verification purposes (either this year or

any other), you may get a message when you save the application that the application number is

already in use. What this is telling you is that there is already an application out there with an
app number of Verification Response. Therefore, yes, you do want to continue
13. Clone the application to any other kids in the household/on the application
14. Skip to Recording the Verification Responses section below and use N — No Response for the
Response Action
15. Make note of all attempts to contact the applicant and put them with your verification paperwork

Food Stamp application - no response, you did contact DHS and they are not getting Food Stamps:

1. Onthe day you got the response from DHS, create a new application for the affected students

2. For Income, enter $1

3. For Effective Date, add 10 days to whatever date you talked to DHS (they get the 10 day grace
period in this case)

4. When prompted that the student qualifies for Free, select No

5. For Application Number, enter Verification Response

6

7

Set the Lunch Code to P
Enter a Household Size of 1 (this will keep the application from displaying on the Application Errors
report)

8. Check the box for Applicant Has No SSN
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9. Set Letter Sent field to Yes
10. Set Application Denied to Yes
11. In the Application Comments section, indicate that you did not get a response for Verification
12. Click on Save
e Note: if you've already created a new application for verification purposes (either this year or
any other), you may get a message when you save the application that the application number is
already in use. What this is telling you is that there is already an application out there with an
app number of Verification Response. Therefore, yes, you do want to continue
13. Clone the application to any other kids in the household/on the application
14. Skip to Recording the Verification Responses section below and select P — Responded Changed to
Paid for the Response Action
15. Make note of how you confirmed the information and put it with your verification paperwork

Food Stamp application - no response, you did contact DHS and they are getting Food Stamps:

1. Skip to the Recording the Verification Response section below and select D — Directly Verified for
the Response Action

2. Make note of how you confirmed the information and put it with your verification paperwork

Food Stamp application — responded with proof and they are getting Food Stamps:
1. Skip to the Recording the Verification Response section below and select C — No Change for the
Response Action

Income Eligible application — did receive a response:

On the day you receive the response, create a new application for the affected students

Enter the information you received on proof of income like you would if it was a regular application

For the Effective Date, use the date that you're processing the application (today’s date)

For Application Number, enter Verification Response

Check the box for Applicant Has No SSN

Set Letter Sent field to Yes

Click on Save

e Note: if you've already created a new income eligible application for verification purposes
(either this year or any other), you may get a message when you save the application that the
application number is already in use. What this is telling you is that there is already an
application out there with an app number of Verification Response. Therefore, yes, you do want
to continue

NouswNe

Results of verification application:

Changed from Reduced to Free

e Clone the application to any other applicable students

e  Skip to the section below on Recording the Verification Reponses
e Use F- Responded Changed to Free for the Response Action

Changed from Free to Reduced
1
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Edit the application and increase the Effective Date by 10 days

Clone the application to any other applicable students

Skip to the section below on Recording the Verification Reponses

Use R — Responded Changed to Reduced for the Response Action Responses

Changed from F/R to Paid

e Edit the application and increase the Effective Date by 10 days

e Clone the application to any other applicable students

Skip to the section below on Recording the Verification Reponses
Use P — Responded Changed to Paid for the Response Action

No Change:
e  Skip to the section below on Recording the Verification Reponses
e Use C- No Change for the Response Action

Income Eligible application — informed by applicant that circumstances have changed and they’re no

longer eligible so they’re not going to send anything:

1. On the day you this information, create a new application for the affected students

2. ForIncome, enter $1

3. For Effective Date, add 10 days to whatever date you got this information (they get the 10 day grace
period in this case)

4. When prompted that the student qualifies for Free, select No

5. For Application Number, enter Verification Response

6. Setthe Lunch Code to P

7. Enter a Household Size of 1 (this will keep the application from displaying on the Application Errors
report)

8. Check the box for Applicant Has No SSN

9. Set Letter Sent field to Yes

10. Set Application Denied to Yes
11. In the Application Comments section, indicate that circumstances have changed and they no longer
qualify
12. Click on Save
e Note: if you've already created a new income eligible application for verification purposes
(either this year or any other), you may get a message when you save the application that
the application number is already in use. What this is telling you is that there is already an
application out there with an app number of Verification Response. Therefore, yes, you do
want to continue
13. Clone the application to any other kids in the household/on the application
14. Skip to Recording the Verification Responses section below and select P — Responded Changed to
Paid for the Response Action
15. Make note of any conversations with the applicant and put it with your verification paperwork

Income Eligible application — did not receive a response:
1. On the last day of Verification, create a new application for the affected students
2. For Income, enter $1

EVERYTHING FOOD SERVICE

PAGE 67 OF 27
BK:VR 07/27/2017 67 OF 273



3. For Effective Date, add 10 days to today’s date (they get the 10 day grace period if they didn’t
respond)

4. When prompted that the student qualifies for Free, select No

5. For Application Number, enter Verification Response

6. Setthe Lunch Code to P

7. Enter a Household Size of 1 (this will keep the application from displaying on the Application Errors
report)

8. Check the box for Applicant Has No SSN

9. Set Letter Sent field to Yes

10. Set Application Denied to Yes
11. In the Application Comments section, indicate that you did not get a response for Verification
12. Click on Save
e Note: if you've already created an application for verification purposes (either this year or any
other), you may get a message when you save the application that the application number is
already in use. What this is telling you is that there is already an application out there with an
app number of Verification Response. Therefore, yes, you do want to continue
13. Clone the application to any other kids in the household/on the application
14. Skip to Recording the Verification Responses section below and use N — No Response for the
Response Action
15. Make note of any attempts to contact the applicant and put it with your verification paperwork

Foster application — did receive proof
1. Skip to Recording the Verification Responses section below and use C — No Change for the
Response Action

Foster application — did not receive a response

1. On the last day of Verification, create a new application for the affected students

2. For Income, enter $1

3. For Effective Date, add 10 days to today’s date (they get the 10 day grace period if they didn’t
respond)

4. When prompted that the student qualifies for Free, select No

5. For Application Number, enter Verification Response

6

7

Set the Lunch Code to P
Enter a Household Size of 1 (this will keep the application from displaying on the Application Errors
report)
8. Check the box for Applicant Has No SSN
9. Set Letter Sent field to Yes
10. Set Application Denied to Yes
11. In the Application Comments section, indicate that you did not get a response for Verification
12. Click on Save
e Note: if you've already created an application for verification purposes (either this year or any
other), you may get a message when you save the application that the application number is
already in use. What this is telling you is that there is already an application out there with an
app number of Verification Response. Therefore, yes, you do want to continue
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13. Clone the application to any other kids in the household/on the application

14. Skip to Recording the Verification Responses section below and use N — No Response for the
Response Action

15. Make note of any conversations with the applicant and put it with your verification paperwork

Recording the Verification Responses:

From the 000 entity, click on the Food Service tab

Under the Application Verification section, click on Verification Processes

Click on Enter Verification Responses

If prompted for the school year, click on Apply

Highlight the applicant’s name that you have the response from and click on Edit
For the Response Date, enter today’s date

From the Response Action dropdown menu, select the appropriate option:

NoukwnNeE

e C-No Change: select this option if the proof they’ve supplied matches their original application
D - Directly Verified: used if you were able to contact DHS and have them verify that this is a Food
Stamp recipient

e F-—Responded Changed to Free: select this option if the proof supplied shows that they should go
from Reduced to Free

e N - No Response: select this option only when you are completing verification and have not
received a response

e P - Responded Changed to Paid: select this option if the proof supplied results in a Paid status

e R -Responded Changed to Reduced: select this option if the proof supplied results in a Free student
going to Reduced

e W - Waiting for Response: this is the default response, which will be in effect until you change it to
one of the options above

8. Click on Save
9. Repeat for any remaining responses

If you're ready to print the response letters, refer to (07e) Sending Verification Response Letters
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(07e) Sending Verification Response Letters

This document is for the person printing the verification response letters to households letting them
know if there was a change in their eligibility. These steps will be completed after a response has been
recorded for an applicant

From the 000 entity, click on the Food Service tab

Under the Application Verification section, click on Verification Letters

Click on Print Verification Letters

Select the appropriate template, based on the verification outcome

Click on Print

Print an extra copy for your records and put it with your verification paperwork

ok wNRE
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(07f) Completing Verification

This document is for the person in your district that enters the Food Service Verification Responses and
sends the notices/letters. This process would be followed on/shortly after November 15", which is the
date the Verification must be completed and responses must be recorded

If you received responses from all those selected for Verification, and have already printed their letters,
there’s nothing more to do other than print (07g) Verification Reports

If you have anyone that has not responded, complete the following:

1. From the 000 entity, click on the Food Service tab

Under the Application Verification section, click on Verification Processes
Click on Enter Verification Responses

Highlight the applicant’s name that did not respond and click on Edit

For the Response Date, enter 11/15

From the Response Action dropdown menu, select No Response

Click on Save

Repeat for any remaining responses

Go into Food Service Payors and process an application for the affected students like you would any
other. However, do the following:

LN~ WN

e Enter an Application Number of Verification

e Enter a Lunch Code of Paid

e If prompted to change the Lunch Code to Free, select No

e Enter a Comment in the application that there was no response from Verification so you're
creating a Paid application for the student

e Check the box for No SS#

e Repeat for any remaining students

10. Print the (07e) Verification Response Letter

To print the Verification Reports, refer to (07g) Verification Reports
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(07g) Verification Reports

This document is for the person in your district that will be running the Verification Reports once the
Verification Process has been completed

Once all responses have been recorded, and all letters printed out, you'll print/save the Verification
Reports. You'll need this information for your LEARS report for January:

Note: the following information was true in Zangle but has not been tested in Skyward. Regardless, it’s
still best practice to follow it: You might want to wait until the MSDS General Collection Count has
closed before running your verification reports. Example reason:

e Astudent is absent on count day, which is 10/1 (example date only!). They have up to 30 days
to return before the school exits the student. So, in this example, they have until 10/31 to
return

e You run your verification report on 10/20. The student is still enrolled and will be included in
your verification counts

e The student does not return and is exited from the district on 11/2

e You rerun the verification reports on 11/15, which will now be 1 student off from the results
you got on 10/20

From the 000 entity, click on the Food Service tab

Under the Application Verification section, click on Verification Reports

Click on Verification Sampling Responses

Highlight the Skyward template for Current Year Verification Sampling and click on Print
Print or Save the report for your records

Click on Back

Click on the Verification Collection Report

Click on Run

Save a copy of the report for your records. If you want to print just the results out, repeat this
process, but uncheck Print Student Detail. You should have a record of the kids included, but don’t
need to print them all out.

LN RAWNPRE
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(08) Free/Reduced Eligible after Count Day

This document is for the Food Service director, the person that processes applications, or the MSDS
submission person. It provides instruction on obtaining a list of students that became free/reduced

eligible after count day

Explanation: for Count Day, Skyward will only pull free/reduced eligibility for students that were
free/reduced ON count day. However, the state allows you to report any students that were enrolled on
count day, but became free/reduced eligible after count day. You'll have to create a report of eligible
students to give to the MSDS submission person, who will make these students Free/Reduced in CEPI for

the General Collection

PWNPE

From the 000 entity, click on the Food Service tab

From the Payor/Customer Maintenance section, click on Payors
From the Views dropdown menu, select Applications
Click on the word Filters

4l - Payors iy

WiEns: I Applications

| 4

J Filters: I *Pay

I do see a template called XX: October Count Day Eligible and/or XX: February Count Day Eligible

(where XX is your initials)

5. Highlight the template and click on the button to Edit Filter

6. Change the Effective Date Low Value to the day after Count Day:

Column Display Options and Filters
Move |Label Display Width |Low Value High Value
Last Name | 100% | | |
< | First [ 100%) | | |
& s | 100%| |a E |
< | Application Date (1) [ 100%]| {o1foij1o00 =l Today :D Today
&» | Effective Date (1) [ 100%|| [10/08/2015 ||+ Tdday 12/31/2000 |[][C Today
< | Lunch Code (1) [ 100%| @ Ir |

7. Inthe upper right-hand corner, click on Save and Apply Filter

8. If have results for students that are free or reduced, click on the Excel icon in the upper right-hand

corner of the screen:

vl

rorites ™ {|_| New Window 'ﬁ' My Print Clug

Quick
Print
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9. Click on Export

10. Once the report has finished generating, click on Download Exported File

11. Save the file to your hard drive and email it to your MSDS submission person. Any students on this
list, as long as they were enrolled as of Count Day, can be manually made free/reduced in CEPI. Any
kids becoming free/reduced after count day, and up until the final day for certification, can be made
free/reduced

I do not see a filter called XX: October Count Day Eligible and/or XX: February Count Day Eligible

(where XX is your initials)

5. Click on Add Filter

6. Give the filter a Name of XX: October Count Day Eligible (or February, if needed)

7. Set your filter up with the following options. Note: there are some choices missing from my
screenshot, as they don’t apply. Just look at the ones in the screenshot and make your fields look
the same:

o Note: for the Effective Date Low Value, enter the day after count day

Column Display Options and Filters

Move |Label Display Width |Low Value High Value

Last Mame 100% L i P F P Fiisiiy
4%' First [] 100%% L i P F P Fiisiiy
& |s 100%/ | 3
& opplertionBata i) = YT VAR [FENT e Y- M el 12/31/2000  ||=3|C] Today
< | Effective Date (1) 100%)| |10/08/2015 ||5]) Today 12/31/2000  |[5][C] Today
b | Lunch Code (1) 100%| |/d r

8. Inthe upper right-hand corner, click on Save and Apply Filter
9. If have results for students that are free or reduced, click on the Excel icon in the upper right-hand
corner of the screen:

orites™ 1] New Window B My Print Qus
T m,l £ Quick
d:% Print

10. Click on Export

11. Once the report has finished generating, click on Download Exported File

12. Save the file to your hard drive and email it to your MSDS submission person. Any students on this
list, as long as they were enrolled as of Count Day, can be manually made free/reduced in CEPI. Any
kids becoming free/reduced after count day, and up until the final day for certification, can be made
free/reduced

EVERYTHING FOOD SERVICE

PAGE 74 OF 27
BK:VR 07/27/2017 © 3



(09) Uploading an Early Roster file to get Applicable Direct Cert students

This document is for the person that submits the CEPI MSDS information for Count Day. It provides
instruction on uploading an Early Roster file to CEPI prior to Count Day

Explanation: in order for a student to appear in a Direct Cert file for your district, the State needs to
know that that student attends your district. For incoming students, the State wouldn’t normally know
these kids attended your district until Count Day. However, if you want to get them the appropriate DC
status, an Early Roster needs to be uploaded through CEPI so that the State knows to include these new
students in the upcoming DC files.

Early Rosters can be uploaded multiple times around the beginning of the school year. CEPI will send out
a notice of cutoff dates for including students in a DC file. For example, they might say that in order for
students to be included in the 9/8 DC file, and Early Roster must be uploaded by 9/1. You should take
note of these dates on your calendar.

It's not required that this be done. However, it’s in the district’s best interest to do so, as it cuts down on
the number of parents that have to fill out free/reduced applications, as well as the amount of time it
takes to process applications

1. From the 000 entity, click on the Federal/State Reporting tab
2. From the Michigan State Reporting module, click on Michigan Student Data System
3. Click on Extract MSDS Data

| do see a template called XX: Early Roster NN (where XX is my initials and NN is the school year)
4. Highlight the template and click on Edit
5. Inthe Required Grade Level Setup section, do you see a red message that setup is required? If so,
otherwise, skip to step 6:
e C(Click on the Setup Required Grade Levels button
e Each ‘Actual Grade’ level shown needs to be mapped to a CEPI appropriate grade level. For
example, grade 13 should be mapped to grade 12. Any E grades should be mapped to grade 30.
To map a grade with a missing Grade to Use in Export, highlight the grade and click on Edit
Grade to Use. Select the appropriate grade level from the dropdown menu and click on Save.
Once all grades have been corrected, click on Back
e Note: you may need to press F5 to refresh your screen if you still see the red error
6. If necessary, change the School Year to the current school year
e Note: for the 15-16 school year, for example, this would be 2016
7. If necessary, change the Enrollment Dates to the whole school year. Example: 7/1/xx to 6/30/xx
e Note: when the dates encompass the entire year, you don’t need to update it again if you rerun
it for the current year
8. Click on Save and Print
9. Once processing has finished, click on View
10. Scroll through the first few pages to see if the top of one of them (usually the 15t or 2" page) says
Student Error Report. If so, you'll need to resolve the error and repeat the process. If not:
11. Close the report
12. Click Back on the Extract MSDS screen
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13.
14.
15.
16.
17.
18.
19.
20.

Click Export Extracted MSDS Data

Select the current school year and the Early Roster collection

Click on Run

Once processing has finished, click on Back. You don’t need to view anything here
Click on View Exported files/Save local for submission

Highlight the Early Roster file you just created and click on View

If prompted, select to Save File. Save it to your hard drive

Log into CEPI and upload the Early Roster file

Note: Instructions on uploading the file to CEPI are outside the scope of this document

Depending on the date you uploaded the file, the new students will appear in one of the next refreshed
DC files

| do not see a template called XX: Early Roster NN (where XX is my initials and NN is the school year)

4.
5.

10.
11.
12.

13.
14.
15.

16.
17.
18.
19.
20.
21.
22.

Click on Add

Give the template a description of XX: Early Roster NN (where XX is your initials and NN is the

current school year)

Check the box to Share with other users

In the Required Grade Level Setup section, do you see a red message that setup is required? If so,

otherwise, skip to step 8:

e Click on the Setup Required Grade Levels button

e Each ‘Actual Grade’ level shown needs to be mapped to a CEPI appropriate grade level. For
example, grade 13 should be mapped to grade 12. Any E grades should be mapped to grade 30. To
map a grade with a missing Grade to Use in Export, highlight the grade and click on Edit Grade to
Use. Select the appropriate grade level from the dropdown menu and click on Save. Once all
grades have been corrected, click on Back

e Note: you may need to press F5 to refresh your screen if you still see the red error

If necessary, change the School Year to the current school year

o Note: for the 15-16 school year, for example, this would be 2016

From the Collection dropdown menu, select Early Roster

For the Output Type, select Extract Only

Check the box to Include Error Students in the MSDS Extract

If necessary, change the Enrollment Dates to the whole school year. Example: 7/1/xx to 6/30/xx

Note: when the dates encompass the entire year, you don’t need to update it again if you rerun it

for the current year

Uncheck the Include All Schools check box

Click on the Schools button

Check all schools that you need to submit students for. You would not check the 000 entity or,

where applicable any FSx (Food Service) entities

Click on Save

Uncheck Include All Calendars

Click on the Calendars button

Select all Calendars that should be submitted

Click on Save

Click on Save and Print

Once processing has finished, click on View
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23. Scroll through the first few pages to see if the top of one of them (usually the 1% or 2" page) says
Student Error Report. If so, you'll need to resolve the error and repeat the process. If not:

24. Close the report

25. Click Back on the Extract MSDS screen

26. Click Export Extracted MSDS Data

27. Select the current school year and the Early Roster collection

28. Click on Run

29. Once processing has finished, click on Back. You don’t need to view anything here

30. Click on View Exported files/Save local for submission

31. Highlight the Early Roster file you just created and click on View

32. If prompted, select to Save File. Save it to your hard drive

33. Log into CEPI and upload the Early Roster file

Note: Instructions on uploading the file to CEPI are outside the scope of this document

Depending on the date you uploaded the file, the new students will appear in one of the next refreshed
DC files
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(10) Payments and Account Balances — Everything You Need to Know

This document is for anyone who has to record, report or adjust Food Service payments and/or
balances. It covers the following areas:

e Different ways payments can be recorded

e Different ways payments can be corrected

e Different scenarios for adjusting account balances

e Common Options for Payment Reporting

Different ways payments can be recorded
Skyward’s Food Service provides many different ways to record payments on a student’s account. Any
number of them may be used by different people within the building/district:

e Using the (11) Payment Entry option: this would typically be used by cashiers at elementary
buildings, where payments are sent down to the cafeteria to be recorded. Office staff may also
use this option if payments can be given to them

e (38b) Recording Payments in the POS: used by cashiers when students are making payments in
the cafeteria line

e (37a and 37b) Purchase Entry by Homeroom: in buildings where breakfasts are served in the
classroom, and where Purchase Entry by Homeroom is being used, payments can be recorded in
this application

e From Food Service/Customers: in the Primary Payor section of the Customer record, there’s the
option to Add a Payment. This would typically be used by the FS director when payments need
to be fixed/refunded

e From Food Service/Payors: in the Payment History section of the Payor record, there’s the
option to Add a Payment. This would typically be used by the FS director when payments need
to be fixed/refunded

e If you are using an online payment service, parents can also make payments online through
their Family Access account

Different Ways Payments Can be Corrected/Moved

e Using the (11) Payment Entry option: with the appropriate permissions, cashiers can make
changes to recorded payments using the Payment Entry application. This is not advised, but can
be given if needed. Typically, they will only have the ability to fix them here prior to the FS Alert-
Batch Updates being run

e POS: once a payment is recorded in the POS line, no one has the ability to change it from within
the POS

e (37a and 37b) Purchase Entry by Homeroom: once a payment has been recorded here, no one
has the ability to change it from within Purchase Entry by Homeroom

e From Food Service/Customers: This would typically be used by the FS director when payments
need to be fixed/refunded. Documents 16a — 16f

e From Food Service/Payors: This would typically be used by the FS director when payments need
to be fixed/refunded. Documents 16a — 16f

e By running the (27) Update Prior Balances Utility: this utility can either zero out prior balances
for selected range or move prior balances to active siblings

e By running the (18) Remove Customer Purchases and Payments utility

EVERYTHING FOOD SERVICE

PAGE 78 OF 27
BK:VR 07/27/2017 8 OF 273



Different scenarios for adjusting account balances:

e (16a) Adjusting a Food Service Account Balance: use this document when you need to make an
adjustment to a student’s account and where no money will be exchanging hands

e (16b) Correcting a Payment Recorded on the Wrong FS Account: use this document when a
payment was mistakenly recorded on one account but should have been put on another

e (16c) Correcting a Payment recorded for the wrong amount: use this document when a
payment was recorded for the wrong amount and needs to be corrected

e (16d) Refunding Money from a Food Service Account: use this document when a parent is
requesting a refund from a student’s FS account

o (16e) Splitting Payments Mistakenly Recorded on One Student’s Account: use this document
when an entire payment was applied to one student’s account but should have been split
among multiple

e (16f) Transferring Money from One FS Account to Another: use this document when a parent
has requested that all or part of a balance be transferred from one student to another

Common Options for Payment/Account Balance Reporting
These are just some of the areas where you can find information on payments and account balances.
See corresponding documentation for details on how to run the different reports
e (12) Check Deposits Report: even though it’s called Check Deposits, it also reports cash
payments. Can be run for a selected day/date range
e (34b) RESA FS Daily Summary Report: provides a summary of payments by building and district-

wide
e (34a) RESA FS Monthly Summary Report: provides detail as well as summary payment

information by building and district-wide
e (48) Daily Charge-Credit Report: shows the payment amount, purchase amount, along with the

Charge/Credit amount. Can be run with detail, which shows student names, or with totals only.
Can also be run by individual cafeterias and for a particular date/date range
e (14) Payor Balance Notices: these are the notices that get sent home notifying parents of

negative account balances
e (15) Payor Balance Summary: provides a list of students and account balances

e (25a) Payor-Customer Meal Statement: provides detail for account purchases and payments.

Used when a parent is questioning a student’s account balance
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(11) Payment Entry

This document is for anyone that records payments outside of the POS line. Examples would be when
the office records payments or when payments are sent to the cafeteria, where they’re recorded before
students come through the line

It includes instructions for entering payments, along with some other information found in Payment
Entry

1. From the entity for which the payments should be recorded, click on the Food Service tab

From the Payments module, click on Payment Entry

3. From the Views dropdown menu, select either By Customer or By Payor (they should both produce
the same results)

4. From the Filters dropdown menu, select Customers with Active Status

N

4l - Payment Entry

WiEns: I By Customer j Filters: I *Customers with Acotive Status d

5. Search for the account you’re recording the payment for

6. With the name highlighted, click on the Add Payment button on the upper right-hand corner of the
screen

7. If prompted for the Payment Entry Defaults, select the Cafeteria where this money will be added to
the cash drawer and click on Save

8. If needed, change the Date of Payment

9. The Record Type should be set to Payment

10. If you weren’t prompted in step 7 to enter a default cafeteria, make sure the correct one is listed. It
should be the cash drawer that the money will be put in

11. If it’s a check, enter the Check Number

12. Enter the Payment Amount

13. Click on Save & Close

14. Repeat for any remaining payments
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Other information found in Payment Entry:
At the top of the screen you can change the Views dropdown option to By Date to see the following:

tl'y'"ﬁ" H 1, E ﬂ f.]’FavoritE

Filters: I *411 Date Recardsj

Cafe AHS Cafe AHZ1 Cafe SHZZ Cafe AHE3 Cafe Mz Cafe M1
Total Tatal Taotal Taotal Total Tatal

Diate Total

20,00 20,00 0.00 0.00 0.00 0.00 0.00
3 P aasl1/zo0ls 708.90 130,00 146,30 136,75 29.40 110.00 116.25
4 P 09/10/2015 674,15 30.00 144,85 213,60 46,70 20.00 157.00
5 P 03/09/2015 1,537.60 200.00 27425 360.25 112,75 120.00 170,35
6 ¥ 09/08/2015 2,617.60 531.00 3580.60 B33.25 0.00 0.00 37275
7 ¥ n9s07/2015 230.00 230,00 0.00 0.00 0.00 0.00 0.00
g P 09/03/2015 20.00 20.00 0.00 0.00 0.00 0.00 0.00
9 F 09/02/2015 125.00 125.00 0.0a 0.00 0.00 0.0a 0.00

You can click the dropdown arrow to the left of any date to see details of who payments were recorded
for, as well as the cafeteria it was recorded on

If you change the Views dropdown option to By Cafeteria, this is what you see:

try s

s I By Cafeteria = Filters:l *41]1 Cafeteria Recnrdsj

Cafeteria & gzg:ﬂ ation IEJDEI;gcri otion Erity Calenciar CafetTeD;E
Grades 9-12 Grades 9-12 1,423.50 I

H51  Gr 9-12Line 1 Gr 9-12 Line 1 400 400 1,746.20

3 W aHSZ2 Gr 9-12 Line 2 G 9-12 Line 2 400 400 1,365.85

4 W AHSZ  Gr 9-12 Line 3 G 9-12 Line 3 400 400 182,85

5 b oamMs Grades 7-8 Grades 7-8 400 400 335.00

& F amMs1 Gr F-Bline 1l Gt 72 Line 1 400 400 1,016.35

You can click the dropdown arrow to the left of any Cafeteria to see all transactions recorded this year
on that particular register
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(12) Check Deposits Report

This document is for whoever needs to run a report showing recorded deposits on Food Service
accounts. It can be run for a particular date or a date range.

Note: even thought this report is called Check Deposits Report, it also reports on Cash payments

1. From either the 000 entity (which will give you all buildings), or from an individual entity (for those
that only have access to their own building), click on the Food Service tab

2. From the Food Service module, click on Reports

3. Click on the Check Deposits Report

I do have a report listed called XX: Daily Deposits — POS only, where XX is my initials:
4. Highlight XX: Daily Deposits — POS Only and click on Edit
5. Make the Date of Payment dates whatever date range(s) you wish to report on
e Note: make sure you’re updating Date of Payment and not Last Modified Date
6. Click on Save and Print

I do not have a report listed called XX: Daily Deposits — POS only, where XX is my initials:

4. Click on Add

5. Give the template a description of XX: Daily Deposits — POS only (where XX is your initials)
6. Check the box to Share with other users

7. Make the Date of Payment dates whatever date range(s) you wish to report on

o Note: make sure you’re updating Date of Payment and not Last Modified Date
8. Inthe Payment From section, uncheck everything but Wand Entry

e Note: if you use the Payment Entry option to record payments, and want to include these
payments in the report as well, keep Payment Entry checked and take out ‘POS Only’ from your
template description

9. Click on Save and Print

Sample report:

[EE_NAME CSH? CHE NEBE S F T BAY AMOUNT
Julia 260 F FPF 20.00
ki, Sophie F PP 0.75
, Kevin F FPPE 20.00
rath, Holan F FF 8.00
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(13) Change Payor Balance Notice Indicator

This document is for the person that prints the negative balance notices and covers how to enable the
printing of negative balance notices for staff members

Explanation: when a student Food Service customer is created, the system defaults their account to say
yes to receive balance notices. However, with staff, it sets them to no — do not print balance notices. If
you’re printing faculty notices and someone with a negative balance is set to no, it will not print for that
person. There’s a utility you can run prior to printing the notices to make sure everyone is set to Yes

1. From the 000 entity, click on the Food Service tab
2. Onthe Food Service module, click on Setup/Utilities
3. Under the Mass Change Utilities section, click on Change Payor Balance Notification Indicator

I do have a template called XX: Set Notification to Yes in my name (where XX is my initials):

4. Highlight XX Set Notification to Yes and click on Process

5. If you get a message that No records were found to process, click on Back and Back again, then
continue with whatever you need to do next. Otherwise, skip to step 6

Click on Preview Data to Process. This will produce a list of anyone who is currently set to NO
Click on Back

Click on Run the Update

. Click on OK

10. Once the process has completed, click on Back. You do not need to display the report

11. Click on Back to exit the My Print Queue Screen

© 0N o

I don’t have a template called XX: Set Notification to Yes (where XX is my initials):

4. Click on Add

5. Give it a Template Description of XX: Set Notification to Yes (where XX is your initials)
6. Check the box to Share with other users in entity 000

7. For Lunch Code, check the box to Select All
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Template Settings

* Termplate Description: [BK: Set Motification to Yes |
¥ Share with other users in entity 000

Utility Ranges@

Lo High
Pavor Key: | |zzzzrezzzez |

Payor Status: I Both - I
Mew Balance Indicator ‘ufalue:l Tes vI

Lunch Code: M Select 2l

Customer Ranges [ Use Ranges

8. Click on Save and Process

9. If you get a message that No records were found to process, click on Back and Back again, then
continue with whatever you need to do next. Otherwise, skip to step 10

10. Click on Preview Data to Process. This will produce a list of anyone who is currently set to NO

11. Click on Back

12. Click on Run the Update

13. Click on OK

14. Once the process has completed, click on Back. You do not need to display the report

15. Click on Back to exit the My Print Queue Screen
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(14) Payor Balance Notices

This document is for whoever prints the notices that go home to parents indicating a student has a
negative account balance. It includes the following:

e How to print the notices

e How to email the notices and print only those that need them

To print the notices:
1. From the 000 entity, click on the Food Service tab

2. Under the Food Service module, click on Reports
3. Under the Payor/Customer reports section, select Payor Balance Notices

I do have a template called XX: Neg Balance Notices (where XX is my initials)
4. Highlight the template and click on Print

| do not have a template called XX: Neg Balance Notices (where XX is my initials)
4. Click on Add

5. Enter a template description of your initials, followed by Neg Balance Notices. IE: BK — Neg Balance
Notices
o Note: if you send notices for different amounts from different buildings, make the Template
Description descriptive enough to know which is which. For example, add HS to one and Ele
to the other
6. If you're sending notices out for different buildings based on different balance amounts, enter the
entity number of the one you’re creating it for in both the Entity Low and Entity High fields. For
example, | send notices out for elementary students when they owe any amount, and for secondary
students when they owe $10 or more. This is what my templates would look like:
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Sample template for High School (entity 400)

Template Settings

I Share with other users in entity 000

™ Print Greenbar

Payor Balance Matices: © By Family @ By Range  © By Individual Pavors Payor

Dielivery Methud:l Letter j I~ Run &5 Previe

Report Ranges

Loy High
Entity:
Schoal: | |
Hormeroom: |:|
GradefGrad vr: [ |9999 | |oooo
Payor Key: | | 77777777277 |
Balance:| -99,999,999.99 | -10.00)

Sample template for Elementary buildings (entities 100-104)

* Ternplate Description: |EIK: Meg Bal Matice - HS -10 | J

Template Settings

* Template Description: |BK: Meg Bal Notice Ele al |

™ Print Greenbar

W Share with other Lsers in entity 000

Payor Balance Matices: © By Family @ By Range  © By Individual Pavors Payor

Dielivery Methud:l Letter j I~ Run a5 Preview

Report Ranges

Loy High
Eritity: 104
Schoal; ZLET
Hormeroom: |:|
GradefGrad vr: [ |9999 | |oooo

PayorKey: [ | IZFITIIIIZZ

Balamce: | -99,999,993.99) | -0.01|
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7. Check the box to Share with other users in entity

8. Change the right-hand side High Balance amount to whatever negative amount you want to send
these home for. Example: if you want any negative balance, enter -.01. If you want only those who
owe $10 or more, enter -10

9. Change the Customer Status dropdown to Active

10. Uncheck the All Name Types check box

11. Click the ‘next’ button to get to the second page

20
o 3

12. Check the Student option and click on Save

13. In the Report Options section, change Print Only If: to Any Customer is within range

14. For the Print Notices On dropdown, choose Letter Head if you want to print them 1 to a page and
include your district letterhead on the notice. Click on Plain Paper if you wish to print them 3 to a
page

15. In the upper right-hand corner, click on the Sort button

16. In most districts, the Sort option really only works for elementary buildings where students are
assigned to a homeroom. The only option for secondary, if they do not have the homerooms set up
behind the scenes, is to sort by grade or building. If you’re running these notices for elementary,
check the box for Homeroom and click on OK

17. Click on Save (or Save & Print if you wish to print them now)

How to email notices:

Skyward now has the ability to email Payor Balance Notices rather than printing them and sending them
home. When you select the email option and run the report, anyone with an email in Skyward will
receive the email. For anyone that doesn’t have an email, a notice will be printed. Emails can be sent for
both students and faculty. You can Preview the notices before you send them, which will show you how
many are being emailed vs. will get letters. You can also schedule the report to email daily/weekly/as
often as you’d like.

This is what the email that the parent gets looks like:

From: SkyMsg@sccresa.org

To: Barbara Kimball

Co

Subject: Food Service Balance Maotice - Sydne
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After meals were served today, 85/28/2815, your payor account has a balance of $-5.58.

Thank You,

District: East China School District
District Web Site:

State: MI

District Code: 748586

East China School District - Live Conversion Data 84/85/13

This is the default verbiage, as far as the top part, which you can’t change, but you can add additional
text if you want to

Here's how to set it up:

From the 000 Entity, click on the Food Service tab

From the Food Service module, click on Reports

From within the Payor/Customer Reports section, click on Payor Balance Notices

Click on Add to create a new template

Give the template a name of XX: Email Notices NN (where XX are your initials and NN is the
building name/code)

e Note: you'll want to create a separate report template for each building if you give the
statements that need to be printed to the individual buildings. If you create one
template and run it for the whole district, the printed notices will print out
alphabetically and there’s no way to differentiate what school the kids go to. If you're
mailing them home, you can generate them district wide

6. Check the box to Share this template with other users in entity 000
From the Delivery Method dropdown menu, select Email
8. If you're going to email/print these for separate buildings, enter the Entity Low and High
numbers for the building
e Note: if you don’t know your entity numbers, refer to (02) District Codes and Utilities
for your building
9. Inthe Report Ranges section, enter a High Balance amount. This will be the negative number
you want parents to start receiving the email for
10. Change the Customer Status to Active

vk wnN e

~
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Payor Balance Notices

Template Settings

* Termplate Descriptio

: |EIK: Ernail Motices |

are this ternplate with other users in entity 000
I Print Greenbar

Payor Balance Motices: © gy Farnily & By Range O By Individual Payors

Dielivery Method :I Email j ¥ Run a5 Preview

Report Ranges

Loy High
Entity: [ |
Schoal: [ |
Homeroorm: [
GradefGrad vr: [ |9999 | |oooo
Payor Key: | | : -
|

Balance: | -99,999,009.99|

Customer Status I Active - I

Payor Status: I Both j

-1.00|

W' all Mame Types

I all Lunch Codes

Exclude Students with Category Codes

11. From the Report Options section, change Send Email To: to Guardian Home Email Only
12. From the Print Only if: dropdown menu, select Any Customer is within ranges
13. From the Print Notices on: dropdown menu, select how you want PRINTED notices to print:
o Letter Head: leaves a header space at the top of the page if you want to use paper that
has your letter head on it. If you mail letters home, this is the one you’ll want to select
e Labels: prints on sticker labels
e Plain Paper: prints 3 to a page. If you hand the notices out, this might be the one you
want to select
14. At the bottom of the template, check the 4 boxes shown below:
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Report Options

Send Email Tl Guardian Home FEmail Onlsw vl

Print Cnly if; | Any Customer iz within ranges j

SalutatiDn:I '"Ta Payor of'j

Print Motices on: I-aetter Head vl

I Exclude Zero Balances ¥ Ealance From Payor Record ¥ Frint Homeroom
I Print Payor's Last Payment ¥ Print Payor's Address ¥ Print Payor's Balance when Payor has no Customer
I Process orly customers with a purchase today I¥ Display Parameters Page on Report
I Exclude Parents Who Receive Hightly Low Bal Emnails I™ Print Class Period ™ Print Phone Mumber
15. In the upper right-hand corner, click on the Layout button
16. Check the box to Default Notice Date to today
17. If you'd like to add any additional text to the notice, this is where you’ll enter it

18.
19.

20.

Proceed with Email?

WeARMIMG: Processing this template will result in emails being sent to all
payors/guardians in the specified ranges.

Click Ok to proceed using the ranges specified and send emails, or
Cancel to modify your ranges.

Click on Save

The first time you run this, you’ll run it with the Run As Preview box checked. Doing this will
provide a report of all customers getting the notice, as well as whether they’ll get a printed
notice or an email. Once you verify it looks as it should, close the report, uncheck the Run As
Preview box and click on Save and Print

You'll get the following notice, which you’ll say OK to:

Ok Cancel

Once the report has finished processing, you’ll get the following information in it:

The notices that you actually need to mail/hand out
A summary of all recipients and the delivery method
A final page with the parameters you selected for the report

. _________________________________________________________________________________________________|
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(15) Payor Balance Summary

This document is typically for Food Service directors and can be used to report on all student balances,
but is typically used to report on negative balances

Note: the top part of this document is for running reports throughout the course of the school year. At
the end of this document is a section on creating a report for the year-end

1. From the 000 entity, click on the Food Service tab
2. From the Food Service module, click on Reports
3. Click on Payor Balance Summary

I do have a template called XX: Negative Balances (where XX is my initials):
4. Highlight the template and click on Print

Sample:
DFLT CAFE PAYOR
PAYMENTS SALES BATANCE BATANCE
5.00 10.00 **Exxkietn -0.15
40.75 42 .50 F**kkkiEts -1.75
T71.50 TFA4.TE F*EEREEEER -3.25
15.00 1 LS e e e e -0.75

Note: the report also includes Student Name, Address and Phone Number, which have been excluded
for privacy purposes

I do not have a template called XX: Negative Balances (where XX is my initials):

Click on Add

Give the template a description of XX: Negative Balances NN (where XX is my initials)

Check the box to Share with others in entity

From the Report Type dropdown menu, select By Customer’s Default Cafeteria

Check the box to Use Payor Table for Balances

Set Payor Status to Active

10. For Balance Due, set the High value to the minimum negative amount you want to report on. For
example, if you want to see all students that owe $10 or more, the Low Value would remain at -
99,999,999, but you would change the High Value to -10

11. Click on Save and Print

LN U

Note: the report will sort based on the student’s default cafeteria. Each cafeteria will show totals at the
bottom of that particular cafeteria, and will page break on each cafeteria. Example:

In the high school, there are 31 Payors that made payments totaling $766.44, purchased goods totaling
$862.85, and, collectively, owe $53.87
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31 TOTAL # OF PAYORS **% TOTAL FOR CAFETERIA AHS T66.44 862.85 0.00 -53.87

Setting up the report for the year-end

Follow the same steps above, with the following differences:
e Callthe report “Year End Summary”
e Inthe Balance Due fields, the low should be -9999999999 and the high should be 9999999999
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(16a) Adjusting a Food Service Account Balance

This document is typically for the FS director. Follow these steps when you need to make a correction to
a Food Service account balance, but no money will be trading hands. You're just correcting something
that’s wrong or you’re zeroing out a balance a customer shouldn’t have

Scenario: a student has a negative account balance but shouldn’t, for whatever reason. You just want to
zero out the account so that it doesn’t show the student owes anything

Note: This will typically be done by the Food Service director using the 000 café. As of Sept. 25,
adjustments (which this scenario would be), are sometimes reported as payments. Therefore, if you
record a negative adjustment on a FS account, it will appear on some reports as a negative payment.
Subsequently, a positive adjustment may look like an actual payment on some reports. Therefore, any
adjustments should be recorded from the 000 café and, ideally, recorded on a weekend day so as to
avoid it being reported with actual payments

1. From within Skyward, click on the Food Service tab

2. From the Payor/Customer Maintenance module, click on Payors

3. Find the student’s account that you need to adjust and expand the record
4. In the Payment History section, click on Add Payment

* Payment History -Add Paymert |Yiew Al Payinen

Total Humber of Payments:

5. For the Date of Payment, select a weekend day
6. For Record Type, select Adjustment
7. For Cafeteria, use 000
8. Record a negative amount if the student has a positive balance you need to erase, or a positive
amount if the student has a negative balance you need to erase
* Date of Payment: [09/19/2015 || * Date of Payment: [09/19/2015 |5
Record Tvpe:l A = Adjustment | Record Tw:ue:l 4 = Adjustment j
* afateria: 000 - | District * Cafeteria: D00 * District
Check Murmber: [ ] Check MNurmber: | |

Payment Amount; -10.00|™ Cash Payrment Payment Amount: 1000 Cash F

9. Click on Save and Close
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(16b) Correcting a Payment Recorded on the Wrong FS Account

This document is typically for the FS director. Follow these steps when a payment was entered on the
wrong student’s account and needs to be corrected

Scenario: Peter Pan gave you $20, but you accidentally recorded the payment for Paul Pan. You need to
remove it from Paul and give it to Peter

Note: this would normally be done by the Food Service director, as cashiers don’t typically have access
to this area

1. From within Skyward, click on the Food Service tab

2. From the Payor/Customer Maintenance module, click on Payors

3. Find the student’s account that the payment was mistakenly added to and expand it
4. Expand the Payment History section:

* Payment History  Add Payment  View &l Payments
ar Payment Date Payment Check =
B Maintah ~ 2016 092552015 2500 1234

5. Take note of the date the payment was recorded, along with the check number (if applicable), and
the cafeteria it was recorded on
6. Click the dropdown arrow to the right of Maintain and click on Delete

7. When prompted if you’re sure, click on Yes

8. Find the student’s account that the payment should have been recorded on and expand it
9. Expand the Payment History section

10. Click on Add Payment:

IV Payment History | 2dd Payment |
|

11. Record the Date of Payment the original payment was recorded on

12. Select the Cafeteria the original payment was recorded in

13. Enter the Check Number if applicable

14. Enter the Payment Amount that should have been applied to this student’s account
15. Click on Save and Close
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(16c) Correcting a Payment recorded for the wrong amount

This document is typically for the FS director and would be used when a payment was recorded for the
wrong amount and needs to be fixed

1. From within Skyward, click on the Food Service tab

2. From the Payor/Customer Maintenance module, click on Payors

3. Find the student’s account that had the whole amount put on it and expand the record
4. Expand the Payment History section:

* Payment History  Add Payment  ies Al Payments
ar Payment Date Paymient Check #
P Mairtaih o« 2016 092502015 25,00 1234

5. Take note of the date the payment was recorded, along with the check number (if applicable), and
the cafeteria it was recorded on

6. Click the dropdown arrow to the right of Maintain

If you don’t have an Edit option, it means the utility has already been run. You’ll need to Delete the
payment and recreate it for the correct amount. See the appropriate section below

If you do have an Edit option, it means the utility has not yet been run and you can just Edit the existing
payment. See the appropriate section below

hiowe to Mew Payor

What to do if you only have the Delete option:
7. From the Maintain dropdown menu, select Delete

8. When prompted if you’re sure, click on Yes
9. Click on Add Payment:

—_——
I * Payment History | Add Payment
{
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10. Record the Date of Payment the original payment was recorded on

11. Select the Cafeteria the original payment was recorded in

12. Enter the Check Number if applicable

13. Enter the Payment Amount that should have been applied to this student’s account
14. Click on Save and Close

What to do if you have the Edit option:
7. From the Maintain dropdown menu, select Edit

8. Change the Payment Amount to what should have been recorded:

* Cafoteria: [AgEL |+ |Gr 2-
Check Mumber: (1234

Payrment Arnont: 12.50(

9. Click on Save and Close
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(16d) Refunding Money from a Food Service Account

This document is typically for the FS director and would be used when a Food Service account has a
positive balance on it and the parent is requesting a refund

From within Skyward, click on the Food Service tab

From the Payor/Customer Maintenance module, click on Payors

Find the student’s account that you’re issuing the refund from and expand it
In the Payment History section, click on Add Payment

PwnNPE

* Payment History | Add Payment

ey : |

5. Date of Payment: if a check is being issued, use a weekend date. If money is coming out of a cash
drawer, use the date it is being taken out of the drawer

6. Record Type: set this to Refund

7. Cafeteria: if a check is being issued, this should be 000. If the money is coming out of a cash drawer,
use the drawer it’s coming from

8. Payment Amount: record this as a negative amount

9. Click on Save and Close
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(16e) Splitting Payments Mistakenly Recorded on One Student’s Account

This document is typically for the FS director and would be used when a payment was recorded on one
student’s account but was supposed to have been split between multiple accounts

Scenario: a student has a $25 check, which is recorded only on this student’s account. However, it was
meant to be distributed between 2 students

Note: this process will be different depending on whether or not the FS batch processes have been run,
which ‘finalize’ transactions. You’ll easily be able to tell when you go in to split the payment

Note: this would normally be done by the Food Service director, as cashiers don’t typically have access
to this area

1. From within Skyward, click on the Food Service tab

2. From the Payor/Customer Maintenance module, click on Payors

3. Find the student’s account that had the whole amount put on it and expand the record
4. Expand the Payment History section:

* Payment History  Add Payment  Viewe &l Payments
al Payment Date Payment Check =
P haintah o« 2016 092552015 2500 1234

5. Take note of the date the payment was recorded, along with the check number (if applicable), and

the cafeteria it was recorded on
6. Click the dropdown arrow to the right of Maintain

If you don’t have an Edit option, it means the utility has already been run. You'll need to Delete the
payment and recreate it for the correct amount. See the appropriate section below

If you do have an Edit option, it means the utility has not yet been run and you can just Edit the existing
payment. See the appropriate section below

hove to Mew Payor

What to do if you only have the Delete option:
7. From the Maintain dropdown menu, select Delete
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8. When prompted if you’re sure, click on Yes
9. Click on Add Payment:

I * Payment Histm)I el Payment
| _

10. Record the Date of Payment the original payment was recorded on

11. Select the Cafeteria the original payment was recorded in

12. Enter the Check Number if applicable

13. Enter the Payment Amount that should have been applied to this student’s account

14. Click on Save and Close

15. Repeat steps 9 — 14 for the remaining student(s) that should have received part of the payment

What to do if you have the Edit option:
7. From the Maintain dropdown menu, select Edit

8. Change the Payment Amount to what should have been recorded:

* Cafeteria: |AlQEL v |G 2-
Check Murmber: (1234

Payrment Armont: 1250/

9. Click on Save and Close
10. Search for the other student you need to add the payment for and expand his/her record
11. In the Payment History section, click on Add Payment:

I ¥ Payment History | Add Payment
|

12. Record the Date of Payment the original payment was recorded on

13. Select the Cafeteria the original payment was recorded in

14. Enter the Check Number if applicable

15. Enter the Payment Amount that should have been applied to this student’s account

* Date of Payment: [09/25/2015 ||

Record Tw:ue:l P = Payment
* Cafeteria: |AlgEL * | Gr
Check Nurmber: (1234

Payrment Amount: 12,50/

16. Click on Save and Close
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(16f) Transferring Money from One FS Account to Another

This document typically would be used by the FS director when money needs to be transferred from one
Food Service account to another

Scenario: a student has graduated/exited the district and has money left on his/her Food Service
account. The parent has requested that the balance be transferred to another student’s account

Note: This will typically be done by the Food Service director using the 000 café. As of Sept. 25™,
adjustments (which this scenario would be), are sometimes reported as payments. Therefore, if you
record a negative adjustment on a FS account, it will appear on some reports as a negative payment.
Subsequently, a positive adjustment may look like an actual payment on some reports. Therefore, any
adjustments should be recorded from the 000 café and, ideally, recorded on a weekend day so as to
avoid it being reported with actual payments

Note: you can also run the (27) Update Prior Balance Utility, which will take the Inactive student’s
account balance and distribute it evenly amongst all active siblings

1. From the 000 entity, click on the Food Service tab

2. From the Payor/Customer Maintenance module, click on Payors

3. Find the student’s account that the money will be transferred from and expand the record
4. In the Payment History section, click on Add Payment

T
* Payment History | Add Payment |Wiew Al Paymer

Total Humiber of Paymients: §

For the Date of Payment, select a weekend day

For Record Type, select Adjustment

For Cafeteria, use 000

Record a negative amount for the amount being transferred

* Date of Payment: [09719/2015  |[=5]

Record Tﬁ;pe:l A = Adjustment j
* Cafeteria: (000 * |District
Chieck Murber: | |

Payrnent smoLint: -10.00| Cash Payrment

9. Click on Save and Close

10. Repeat for the student you’re transferring the money to, using the same Date of Payment,
Adjustment and Cafeteria options. However, you’ll enter a positive amount for the student receiving
the money
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* Date of Payment: [09/19/2015 ||=4

Record Tﬁme:l A = Adjustment j
* Cafiteria: 000 = | District
Check Murnber: | |

Payment Amount: 10.00| Cash F
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(17) Update Student Default Cafeterias

This document is typically for the Food Service director and provides instruction on updating students’
Default Cafeterias for Food Service.

Explanation: When the RESA ran the year-end rollover in July, all default cafeterias were updated for
students. However, if any students have switched buildings, or have since been retained back to a grade
that puts them in a different building, the default cafeterias will need to be updated by you. This should
be run weekly at least through the end of September, and at the end of each month thereafter

If there are FS Alerts, follow (50a) FS Alerts-Batch Updates — FS Director
From the 000 entity, click on the Food Service tab

In the Food Service module, click on Year End

Click on Change Customer Default Cafeteria

Highlight the first RESA template in the list and click on Process. If no records were found, click on
Back and repeat for remaining. Otherwise:

Click on Preview Data to Process

Click on Back

Click on Run the Update

. Click on OK

10. Click on Back. You don’t need to view the report

ukwnN e

© 0N o
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(18) Remove Customer Purchases and Payments

This document is typically for the Food Service director, and would be used when purchases and/or
payments were recorded on the wrong person’s account and need to be removed.

Note: you cannot be selective on what Purchases and/or Payments to remove. Therefore, you would not
want to run this utility if some of the purchases truly belong to the person whose account was also used
to record someone else’s purchases

Note: if you need to remove individual payments from an account, refer to 16b. If you need to remove
individual purchases from an account, contact SIS Team to discuss

PWNPE

o

From the 000 entity, click on the Food Service tab

On the Food Service module, click on Setup/Utilities

From the Utilities menu, select Remove Customer Purchases and Payments

Search for the Customer by typing (up to) the first 5 letters of the last name and the first 3 letters of

the first name. Example for Barbara Kimball: kimbabar

Optional: click View Purchases to view all purchases that will be removed

e Note: if there are purchases, and you want to print off the details (to add them to the correct
customer), click on the Report button. Otherwise, click on Back

Optional: click View Payments to view all payments that will be removed

e Note: if there are payments, and you want to print off the details (to add them to the correct
customer), click on the Report button. Otherwise, click on Back

Click on Run

When you’re prompted if you're sure, click on Yes

When you get the Audit Report message, click on OK

All payments and purchases have now been removed from the selected customer. If needed, you can
use the printed reports as reference for adding the transactions to the correct customer
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(19) Change Customer Purchase Cafeteria

This document is for Food Service directors and covers how to mass fix purchases recorded on the
wrong register/at the wrong building.

Scenario: you have a sub that was logged into the wrong building when they rang up student purchases.
Maybe they were serving elementary students but rang them up on the high school register. These
students are now showing up in your high school meal counts

Note: you can only move purchases — you cannot move payments. Therefore, all payments made by
these students will be reported/shown under the original register on any of the reports you typically
run. However, you can run the (42) Reports by Payor, Customer, School report to see a total breakdown
by school. There’s a sample report at the end of this document

Important Note: if you have any hesitation or are not comfortable with doing this on your own, call SIS
Team for assistance. If you don’t do this exactly right, you can cause a lot of problems

How to set up the utility:
1. Find out which register the students were actually recorded on, as well as what register they

SHOULD have been recorded on

From the 000 entity, click on the Food Service tab
From the Food Service module, click on Setup/Utilities
Click on Change Customer Purchase Cafeteria

Click on Add

vk W

Here is my EXAMPLE scenario. Use it as a guide to set up your own template for your particular
situation:

| was mistakenly logged into the ME1 register and served some AlgE students. | should have been logged
into the AlgE1 register when | rang them up. | need to move the AIgE student transactions from the ME1
register to the AIgE1 register

6. Give the Template a descriptive name, starting with your initials. Example: BK- ME1 to AlgE1l

7. Check the box to Share with other users in entity 000

8. In both the Entity High and Low fields, enter the entity number for the correct school. If you
don’t know the building entity numbers, refer to (02) District Codes and Utilities for your district

9. For Old Cafeteria, select the line the students were mistakenly rung under

10. For the New Cafeteria, select the line the students should have been rung under

11. Change the Purchase Date to the date the issue occurred
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Template Settings

* Template Description: |[Bi: MEL ta AlgEL |
' chare with other users in entity 102

Utility Ranges

Lo High
Entity:

Customer Key: [ [ |
Grade/Grad vr:|  |iog9g [ |oooo
School: [ | 7777

Student Status:l Eoth vI
Staff Members:l Include vI

0ld Cafeteria; [ME1 |+ |Gr k-1 Line 1 |
Mew Cafeteria: [2lgEL v |Gr 2-6 Line 1 |
(Leave Mew Cafeteria Blank to Use Customer Default Cafeteria)

* Purchase Date: [I0j01/2015__ |54 [2]

12. Click on Save and Process

13. When prompted to continue, click on Yes

14. Click on Preview Data to Process

15. Make sure you see the affected students here

16. Click on Back

17. Click on Run the Update

18. Click on OK

19. Once the report has finished processing, click on Back
20. On the My Print Queue screen, click on Back

In my example, the students that were mistakenly rung under ME1 now show their transactions under
AlgEl

Example of (42) Reports by Payor, Customer, School

When the report is sorted by School, you’ll see a list of all posted payments, but the bottom of each
school will give you a total, as well as a grand total:

*%¥ TOTAL FOR 199 SCHOOL 0.00 384.00
** TOTAL FOR 468 SCHOOL 0.00 404.60
**** GCRAND TOTAL POSTED PAYMENTS 855.95
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(20) Sync Payor Status Audit

This document is for the Food Service director and/or person processing applications. This utility
updates the Active/Inactive status for Food Service Customers. If a student exits the district, their FS
record may still be active. Running this utility will inactivate any students without an active enrollment
record, which helps clean up your Food Service data. It should also be run prior to running the (22) RESA
FS Customer Control vs. Application Report, which will tell you if there are any Lunch Code
discrepancies

1. From the 000 entity, click on the Food Service tab
2. From the Food Service module, click on Setup/Utilities
3. Click on Sync Payor Status Audit

I do have a report template called XX: Inactivate Inactive Customers (where XX is my initials):
4. Highlight the template and click on Process

5. If there were no inconsistencies, you’ll get a message that No records were found to process and
you don’t need to do anything more. Otherwise, skip to step 6

6. Click on Preview Data to Process

7. You'll see a list of Food Service Customers who are Active in Food Service but Inactive in Enrollment
(or Faculty for Staff). Look at the names and see if anyone is in the list that you know shouldn’t be. If
all looks good, click on Back

8. Click on Run the Update

9. Click on OK

10. When the report has finished processing, click on Back. You don’t need to view the report

11. Click on Back on the My Print Queue screen

I do not have a report template called XX: Inactivate Inactive Customers (where XX is my initials):
Click on Add

Give the template a description of XX: Inactivate Inactive Customers (where XX is your initials)
Check the box to Share with other users

Click on Save and Process

If there were no inconsistencies, you’ll get a message that No records were found to process and

PNV A

you don’t need to do anything more. Otherwise, skip to step 6

9. Click on Preview Data to Process

10. You'll see a list of Food Service Customers who are Active in Food Service but Inactive in Enrollment
(or Faculty for Staff). Look at the names and see if anyone is in the list that you know shouldn’t be. If
all looks good, click on Back

11. Click on Run the Update

12. Click on OK

13. When the report has finished processing, click on Back. You don’t need to view the report

14. Click on Back on the My Print Queue screen
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(21) RESA FS Application Lunch Code Errors

This document is for the person that processes your district’s Free/Reduced meal applications. It
provides instruction on running a report in order to see if there are any issues with the data you’ve
entered in any current year applications

Explanation: after processing a number of Food Service applications, and before the monthly
reimbursement claim is submitted, and prior to starting the Verification process, this report should be
run to identify where any issues might be in any applications you’ve processed. These issues can cause
your reimbursement numbers to be wrong, as well as cause the Verification results to be reported
incorrectly

From the 000 entity in Skyward, click on the Custom Reports tab at the top of your screen
In the Custom Reports module, click on Reports
Highlight RESA FS Application Lunch Code Errors and click on Run

For the Export Method, select PDF Export Options
Click on Print
When the request has finished processing, click on View Report

o Uk wWwNRE

Note: depending on what Internet browser and operating system you’re using, you’ll either be
prompted to open the file, the file will automatically open, or it will kind of download to the bottom of
the screen, which will require you to click on it. Regardless of the method, you want to open the file in
Adobe Reader

The report will provide information on any application with issues. The last page(s) of the report have a
legend which explains the issue with each application, based on the referenced error code.

Note: until the 30 day carryover has been run for the 15-16 school year, ignore any prior year errors.

Note: for any current year errors, you can (for now) ignore any error 1 codes. These are caused by the
Direct Cert process and a ticket has been submitted to Skyward to address

Examples of issues:
Note: this is not a current year application —it’s just being used as an example

Status: Inactive Case Number:
Lunch Code: H - Homeless Household Size: 0
Error 13 Application Date:  01/22/2015 Annual Income: 0
Effective Date: 01/22/2015 App. # / Denied: __/ Nao
Exclude Random Selection: YES Exclude Reason:

This application produces an error code of 13. If you refer to the bottom of the report, this is what it
says for Error 13: Homeless students are excluded from Verification and need an Exclude Selection
Reason. Please edit the application and set Exclude Selection Reason to Homeless Child.
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Another example:
Note: again, not a current year application — it’s just being used for demonstration purposes:

Error 3
Status: Inactive Case Number:
Lunch Code: D-DC Househald Size: 0
Application Date: 08/13/2014 Annual Income: 0
Effective Date: 08132014 App. # ] Denied: Electronic / No
Exclude Random Selection: YES Exclude Reason: Direct Certification

This application produces an error code of 3. If you refer to the bottom of the report, this is what it says
for Error 3: This is a DC application that was cloned from a DC student. Cloned DC applications must
have an Exclude Selection Reason of either SNAP or TANF, based on what the original student had.
Please correct application.

All error codes are explained at the bottom of the report. Fix any issues that aren’t Error 1 or are not
current year applications. Once the 30 day carryover is run, you should no longer see any prior year
errors on this report. After all issues have been fixed, re-run the report to make sure you didn’t create
any new errors with your changes
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(22) RESA FS Customer Control vs. Application

This document is for the person that processes the Free/Reduced applications. The report should be run
prior to submitting your monthly claim for reimbursement, or after processing a bunch of applications,
as it will show any inconsistencies with a customer’s Application Lunch Code and their Customer Control
Record Lunch Code. While these should be the same, they’re not always. Run the report and look for
any issues with Lunch Codes.

Note: prior to running this report, run the (20) Sync Payor Status Audit utility to correct any inactive
students/staff issues that may appear on the report. As a result, there is likely an issue with anyone
showing with a discrepancy in the A/l column

In Skyward, click on the Custom Reports tab at the top of your screen
In the Custom Reports module, click on Reports
Highlight RESA FS Customer Control vs. Application and click on Run

For the Export Method, select PDF Export Options
Click on Print
When the request has finished processing, click on View Report

o Uk wWwNRE

Note: depending on what Internet browser and operating system you’re using, you’ll either be
prompted to open the file, the file will automatically open, or it will kind of download to the bottom of
the screen, which will require you to click on it. Regardless of the method, you want to open the file in
Adobe Reader

Sample Report:

ner Customer Type Cust Ctrl / App Customer Control - Application Payor / Stud-Staff
atti, Serena M Active Student SI/IP 04/16/2015 - 10/15/2013 AlA
on, Zoe L Active Student P/H 04/16/2015 - 01/08/2015 AlA
my Active Staff RIS 01/01/1900 - 01/01/1900 AlA
d, Camille N Current Year Student PIP 09/02/2014 - 01/01/1900 All
alvin J Current Year Student P/P 01/01/1900 - 01/01/1900 All

The ones you want to look for are where the Cust Ctrl/App Lunch Codes are different. If these are off
they’ll affect your reimbursement counts. If you encounter any, call SIS Team to discuss until you're

comfortable with what to do. You also want to look at the Payor/Stud-Staff column to see if there are
any inconsistencies where students (denoted by Current Year Student in the Customer Type column)

show A/I. When the Payor section shows A, but the Stud-Staff section shows I, it means that this student
isn’t currently enrolled (which could be a problem with their enrollment record), but that their Food
Service record is still active. While this shouldn’t affect your counts, it does need to be looked at.
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(23) Lunch Code Totals for Purchases by Day

This report would typically be run by the Food Service director. It provides a breakdown, by building and
register, of meal items purchased by different pay types on a specified date. Typically used when meals
are recorded after the fact to make sure the numbers look right. For example: GSRP meals are recorded
once a week. You could run this report for the month to make sure your numbers look right for each
day. It does not total the meals for the month, so you would run the (37e) GSRP Report to filter on GSRP
meals to get your monthly F/R/P count of meals served

1. From the 000 entity, click on the Food Service tab
2. From within the Food Service module, click on Reports
3. Click on Lunch Code Totals for Purchases By Day

I do have a template called XX: Purchases by Lunch Code (where XX is my initials)

4. Highlight the template and click on Edit

5. Change the Date of Purchase ranges for the dates you want to report on. This would typically be a
day or a month range

6. Click on Save and Print

I do not have a template called XX: Purchases by Lunch Code (where XX is my initials)

4. Click on Add

5. Give the template a description of XX: Purchases by Lunch Code (where XX is my initials)

6. Check the box to Share with other users in entity

7. Change the Date of Purchase ranges for the dates you want to report on. This would typically be a

day or a month range
8. Click on Save and Print

Sample:

CAFE  DESCRIPTION SCHL, DATE ITEM DESCRIPTION FREE REDUCED NOEMAL ADULT OTHER TOTAL

BEE Belle River 122 03/02/2015 BEF Breakfast 96 11 18 0 0 125
Ccs Cheese Sandwich 0 0 ik 0 0 1
TAM Type A Lunch 133 24 45 0 0 206

EE Eddy 123 03/02/2015 BEF Breakfast 50 5 23 0 0 78
SUP Super 0 1 al 0 0 2
TAM Type A Lunch 70 9 65 0 0 144

GE Gearing 124 03/02/2015 BKF Breakfast 28 3 10 0 0 41
Ccs Cheese Sandwich 0 ] al 0 0 1
SUP Super 2 2 8 0 0 12
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(24a) How to Create Lunch Surveys

This document is for the person in your district that has the ability/permissions to create Lunch Surveys.
These Surveys are used by the classroom teachers — typically at the elementary level — to record student

lunch choices so that the kitchen knows how many of each meal to make. This document provides
instruction on setting up the Surveys

1. From within Web Student Management, click on the Educator Access Plus tab

ch School (406) (=

Educatar

Staff e —— Office  Administration

Senices | Senvice Access Plus

2. From the Survey module, click on Questions
3. Click on the Add button
4. Enter a Question. For example:

Setup

Entity:| 406 - Capac Jr/3r High School 2015-14 -
* Question: |Student Lunch Choices |
Status: [] Inactivate this Question
Type: © Whole Class @ Each Student

5. For the Type option, select Each Student
6. Under the Respondents section, select Attendance Period
7. For Respondent Selection, check Period 1:

Respondents
@ attendance Period © Teacher © Course
Respondent Selection

Select Code a | Description

0 Period 0

[
I R N T TR

8. From the Interval section, select Specific Dates
9. For the date ranges, enter the year start and end dates:
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Interval

Duration: © Grading Period - -
@ Specific Dates [09/08/2015 |[3] - [06/15/2016 ||=4
* Days: [¥] Mon [¥] Tue ¥ wed ¥] Thur [¥] Fri[C] sat [ sun

10. Click on Save

11. Expand the survey question you just created

12. Click on Add Answer

13. Enter one of the lunch option choices. For example: Lunch 1 Choice

14. Click on Save and Add Another

15. Enter the next lunch option choice. For example: Lunch 2 Choice

16. Click on Save and Add Another if you have more to add, or Save and Close if you're done

Teachers can now record student meal choices using (24b) Lunch Surveys for Teachers
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(24b) Lunch Surveys for Teachers

This documentation is for teachers in districts where they record student meal choices through the
Gradebook Survey. It walks through how to record which options students want for lunch. The cafeteria
staff can then run a report to see how many of each meal type to make. This option only exists in

districts that have requested to use the survey.

1. Loginto your Gradebook and select your 1% period class

211 Sandusky Elementary School

Dept Suh]ect Termf f tlod Days Meet Class

L5 1-4 MTWRF ECZK [ 01
EMN MTWRF ECRAK [ 01
EM EN MTWRF ERCE [ 01

Description
Citizenship/¥Wark Habits KG
Reading DRA K3

Reading K&

Standards Gradebook

Standards Gradebook

Standards Gradebook

2. From the Other Access dropdown menu at the top-left of your screen, select Survey

o Main Screen

Oiher Access « Jlasses » | Events = | Comments | A

=i 1=

Moccono Contor
=

(k]
it
Dern

Food Service

Test Soores |Hf'iew Survey iﬂﬁ:urrnatil:uni

Busing

Recommendations

To make selections, you can either serve all students whatever meal choice most kids selected, and then
change only those that chose something different, or you can individually select each student’s option

To assign everyone a choice and change those it doesn’t apply to:
e You might want to use this option when a LARGE percentage of the classroom is making the

same choice. That way you only have to change a few individual students
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Last Mame Lunch Choices

Default all blank answers tq: |
Andersan |
Badgerow -
Bannister ;l
Barker -
Bartley |
Bolzbry ;I
Cremer i
Ciaer - |

From the Lunch Choice dropdown menu, select the option that you want to apply to all kids
When prompted if you're sure, click on OK

Change any students that are not getting this option

Click on Save

PwnNPE

To assign each individual student choice:

1. From the Lunch Choice dropdown menu to the right of each student’s name, select the option they
want

2. Click on Save

Last Name Lunch Choices
Default all blark answers to; |
Anderson 1st Choice = |
Badgerow 3rd Choice ;l
Banrister Milk: Cily ;l
Barker |
f |

Once choices have been entered the cafeteria can run a report to get a meal count, as well as to verify
students are taking the choice they signed up for
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(24c) Reporting Survey Results

This document is for districts that have teachers record, via Gradebook Survey, what meal choice
students want. It’s only used at elementary schools for this particular purpose. This document is for
whoever would be running the report to obtain the survey results on meal counts

Note: this option is only available to districts that have requested to have Surveys set up for Food
Service. If you do not currently use this option, but would like to, refer to (24a) How to Create Lunch
Surveys

1. From the individual entity click on the Educator Access Plus tab
2. Inthe Survey module, click on Reports
3. Click on the Survey Response Report

I do have a report called Today’s Lunch Survey:
4. Highlight the report, which will always default to today’s date, and click on Print

| do not have a report called Today’s Lunch Survey:

4. Click on Add

5. Give the template a description of Today’s Lunch Survey

6. Check the box to Share with other users

7. Click on the button to Select Questions

8. Check the option for Lunch Choices (or something similar)

9. Click on Save

10. For Date, select Current Date

11. If you want to print the student detail for who selected what options, under the Options for Each
Student section, for Print Options, select Detail, otherwise, leave it as Summary if you just want a
meal choice count

12. If you want the report to be sorted by Teacher, select the Sort Option for By Teacher

13. Check the box for All Attendance Periods

14. Click on Save and Print

If you selected to print student choice details, the report can be used in the lunch line to verify students
took what they signed up for
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(25a) Payor/Customer Meal Statements — FS Director

This document is for whoever needs to print a student’s meal history and has access to Food Service
Customers. The report itself provides the detail of a student’s payments/purchases. It’s typically given to
parents who are questioning a student’s account

Note: the way FS directors would run this report is different from the cashiers (or others with limited
access to Food Service). Cashier instructions (or for anyone else that doesn’t have access to Food Service
Customers) are found in document 25b

From the 000 entity, click on the Food Service tab

In the Payor/Customer Maintenance module, click on Customers

Search for the student that you’re printing a statement for

With the name highlighted, click on the Quick Print button to the right

For the Report options, select Customer Meal Statements (if given different options)
From the Template dropdown menu, select All Payor/Customer Meal Statements
Click on Run

NoukwnNe

Note: these reports can be saved and emailed to a parent — they don’t have to be printed and/or mailed
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(25b) Payor/Customer Meal Statements — Cashiers

This document is for whoever needs to print a student’s meal history and does not have access to Food
Service Customers. The report itself provides the detail of a student’s payments/purchases. It’s typically
given to parents who are questioning a student’s account

Note: the way cashiers (or others with limited access to Food Service) would run this report is different
from what FS directors would do. Director instructions (or anyone else that has access to Food Service
Customers) are found in document 25a

1. From your individual entity, click on the Food Service tab
2. From the Food Service module, click on Reports
3. From the Reports menu, click on Payor/Customer Meal Statements

I do have a template called XX: Individual Meal Statements (where XX is my initials):

4. Highlight the template and click on Edit

5. Inthe Process By: section, you should have either By Individual Payor or By Individual Customer
selected. You'll have the corresponding button for whichever option is chosen. Click on the button
(Payor, in this example):

Pracess By: © By Range| ™ By Individual Payor| © By Individual Customer Parvor
6. Click on the button to UnSelect All Payors
7. Search for the student that you need to print the history for
8. Check the box to the left of the customer’s name
9. Click on Save

10. Click on Save and Print

| do not have a template called XX: Individual Meal Statements (where XX is my initials):
4. Click on Add

5. Give the template a description of XX: Individual Meal Statements (where xx is your initials)
6. Check the box to Share with other users

7. Inthe Process By section, select the option for By Individual Customer

8. Click the Customer button

9. Search for the student that you need to print the history for

10. Check the box to the left of the customer’s name

11. Click on Save

12. From the Print Only If dropdown menu, select Any Customer is within range

13. From the Salutation dropdown menu, select ‘To the Guardian of’

14. Click on Save and Print
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(26) Teacher Payor Balance List

This document is typically for the Food Service director and would be used when student balances are
given to the classroom teacher

Note: prior to running this report, you’ll want to (50a) Update Batch Utilities

Note: this document assumes that you have Homerooms set up and assigned, otherwise you can’t print
the report by Homeroom

1. From the 000 entity, click on the Food Service tab
2. Under the Food Service module, click on Reports
3. From the Reports menu, click on Teacher Payor Balance List

I do have a template called XX: Balances by Teacher (where XX is my initials)
4. Highlight the template and click on the Print button
5. When the report has finished processing, click on View

I do not have a template called XX: Balances by Teacher (where XX is my initials)
4. Click on the Add button
5. Give the template a description of XX: Balances by Teacher (where XX is your initials)
e [f you're going to create separate reports for different buildings, put the entity name or number
in your template description
6. If you're printing this for a particular building, enter the appropriate Entity Low and High values
e If you don’t know your entity numbers, refer to (02) District Codes and Utilities for your district
7. Balance: the system will default the report to include all positive and negative balances. If you only
want negative balances, enter a High value of -.01
8. Set Student Status to Active
9. Click on the Sort Order/Page Break button
10. From the Sort Order section, check the box for Homeroom
11. From the Page Break section, check the box for Homeroom
12. Click on Ok
13. Click on Save and Print
14. When the report has finished processing, click on View
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(27) Update Prior Balance Utility

This document is typically for the FS director. This utility allows you to do either of the following:

e Move Prior Balances to Active Siblings: can be run by individual or en masse for any Inactive
accounts with the specified account balance. You can move both positive and negative balances this
way
o Note: you would not want to run this option en masse. An explanation is given later in this

document

e Zero Out Prior Balances: can be run by individual or en masse for any active or inactive students in
order to change any Prior Year Balances to Zero

Explanation: in July, when the RESA runs the year-end rollover process, all account transactions are
deleted. So, going forward, you won’t be able to see a history of purchases and payments. However,
whatever the current account balance is at the time the year-end is run, is moved forward and put into a
section called Prior Year Balances. These balances could be positive, negative or zero amounts.

When you might use this utility:

e To Zero out negative balances due to bad debt not being able to be carried over from one year to
the next

e If a parent is asking that money be transferred from one exited sibling to other active siblings.

o Note: when this option is selected, you can either run it for an individual Inactive student or for
all Inactive students. When the process runs, you can’t specify which siblings the balance is
going to, nor can you specify an amount to go to each. The system will select any students listed
as siblings and distribute the money evenly. One problem with running this en masse is that not
all sibling records are correct and students will be getting money that shouldn’t. This should only
be run for an individual student

Because of the ramifications of selecting incorrect options here, call the RESA for assistance if you think
you might want to run this utility for any reason
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(28) Free and Reduced Rosters with Grades and Buildings

This document would be for whoever needs to obtain a list of lunch codes, broken down by grade level
and building, and provides instruction on creating the report. If you just want totals, or don’t need a
breakdown by grade, you can run the (33) Lunch Code Totals by Day Report. If you need a grade
breakdown, but not building, you can run the (31) Lunch Codes with Grade Levels Report

There are multiple ways to obtain this information, the easiest of which is to create a filter in Food
Service Payors and export the report to Excel. It can then be sorted to your need

Click on the Food Service tab

From the Payor/Customer Maintenance module, click on Payors
From the Views dropdown menu, select Customers

To the right of the Views dropdown menu, click on the word Filters

PwnNPE

| H Payors & Details: Display All Pay

Filters: 4211 Payors |

Views: Customers

1 FEYOr3
*Payors with Rctive Status

_ : *Payors with Inactive Status
> Abbott Danee

hotive 963
2 b Abe” Tery |zudit: Retive Status, Inactive Customer
I ,qb.:.ugmuan David [Budit: Default 153 should = GE

fudit: Default 194/195 should = ME
4 P Acre Wiyatt

Last Mame & First

- ¢ Filte Add Filter | | View Filter | | Clone Filter
5 F Adair Gracelyr Apply -

I do see a filter called XX: Free and Reduced with Grade and Building (where XX is my initials)

5. Highlight the filter and click on Apply Filter

6. If you want to export the report to Excel: In the upper right-hand corner of the Customer screen,
click on the Excel icon

“I:.]’ Fawvoritez ™ ~J'T_| MNew Window 'ﬁ' My Print Ciu
b i E | Quick
L“Q Print

7. Click on Export

8. If prompted, click on Download Exported File

9. Open the file

10. If you get the message that the file format doesn’t match, click on Yes

11. You can now sort the file in any way you need to, you can print it out, and/or you can save it to your
hard drive
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I do not see a filter called XX: Free and Reduced with Grade and Building (where XX is my initials)

5. Click on Add Filter

Note: you have two options here: you can create 1 report that includes all free, reduced and paid
students. If you export it to excel, you can then remove the Paid students. Or, you can create 2 different
reports — 1 for free and 1 for reduced. In this example, I'm creating 1 report. If you create 2, adjust the
Filter Name accordingly

Give the Filter a name of XX: Free and Reduced with Grade and Building (where XX is your initials)
For the rows shown, uncheck the S display checkbox

For the S row, enter an a for both the Low Value and the High Value

For the LC (1) Low Value, enter a d. For the High Value, enteranr

woNo

Note: if you're creating 2 separate reports, the free one will have a LC (1) Low Value of D and a High
Value of O. The reduced report would have an R for both the LC (1) Low and High Values

10. Other than the rows shown below, uncheck all other options

Note: what you see below is not in the same order as what you’ll see. | just rearranged the order to get
the needed fields all in one screenshot

Move |Label Display | Width |Low Value High Value
Last Name 100% 7IIF7TITI7ITIeTIITI7
4%» First o 100% LT iiFiiiiiiiziy
4%» DE (1) v 100% 777777777 F777I7 777777
& |s 100%)| |2 2 Reset
& e v 100%] [ r Reset
& |Gr(1) 7 100%)| || 77777777 T777II77IZ7E

11. If you want/need to report on a particular grade level or range, enter the Low and High Gr (1)
values. For example, if you only want 5% grade, it would look like this:

< |a6r(1) 7 100%| |05 05

If you wanted to see grades 5 — 10, it would look like this:

I 4%» IGr[l] | 7 | 100% In5 IlD

12. If you want/need to report on a specific building, enter the entity number in the DE (1) Low and High
Values. If you want to report on all buildings and then filter out what you don’t need from within
Excel, don’t enter anything in the Gr (1) rows

Note: the grade level for Kindergarten is KG

13. In the upper right-hand corner, click on Save and Apply Filter
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14. If you want to export the report to Excel: In the upper right-hand corner of the Customer screen,
click on the Excel icon

T:T’ Favorites * {T__l MNew Window 'ﬁ' Ky Print Clu
i B |, | Quick
Print

15. Click on Export

16. If prompted, click on Download Exported File

17. Open the file

18. If you get the message that the file format doesn’t match, click on Yes

You can now sort the file in any way you need to, you can print it out, and/or you can save it to your
hard drive
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(29) AR Review Benefit Issuance List

This report would be used by the person producing information for the Food Service auditor during the
AR review. It includes: student name, grade, school, lunch code, effective date and eligibility method.
The eligibility method tells if the student is eligible due to an application being submitted, being direct
certified or categorically eligible. This can be determined by the associated lunch code

Note: prior to running this report, you’ll want to run the (22) RESA FS Customer Control vs. Application
report to clear up any potential mismatches between the application lunch codes and the customer
control record lunch codes

These are the lunch codes and what they mean:

D: Directly Certified = Categorically Eligible/Direct Cert

F: Free, Income Eligible = Application

G: Food Stamp = Categorically Eligible/Application

H: Homeless = Categorically Eligible/McKinney Vento form
O: Foster = Categorically Eligible/Application

R: Reduced = Application

P: Paid

=

From the 000 entity, click on the Students tab

2. From the Students module, click on Data Mining
3. From the Reports to Display dropdown menu, select My Reports Only:
Reports to Display: My Beports Only -

I do see a report called XX: AR Benefits Issuance List (where XX is my initials)
Highlight the report and click on Edit

On the left-hand side of the screen, click on Ranges

On the right-hand side of the screen, click on the Edit Ranges button
Scroll down to the Effective Date section

Set the Range Low date to 07/01/xx (where xx is the current year)

. Click on Save

10. Click on the Excel button:

© oo N U

Print | | First 10 Records [Print] | | Excel | |First 10 Records [

Information Labels | | Mail Merge || Export to File || Print Pars

11. When prompted for the Food Service password, enter the first initial and last name of your Food
Service director — only up to 8 characters, and all lower case

12. Click on OK

13. Once the report has finished generating, click on View Report
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14. If prompted, select to Open with Excel
15. Click on Yes to the message that the file format and extension don’t match
You can now sort the report in any way you might need to

I do not see a report called XX: AR Benefits Issuance List (where XX is my initials)

4. On the right-hand side of the screen, click on the Add button

5. Give the Report a Name of XX: AR Benefits Issuance List (where XX is your initials)

6. Pressthe Tab key on your keyboard, which will then populate the Report Title with your Report
Name:

* Report Name: |SB: AR Benefits Issuance List |
* Report T'rtIe:ISEl: AR Benefit Issuance List

7. On the right-hand side of the screen, click on Save and Add Fields
8. From the Field Areas, click on General

9. From the General section, click on Profile

10. From the Profile section, click on Name

11. From the Name section, double click on Student Full Name:

Entity » |Bddress -

other's Maiden Name - |O1:her Hame

Field Areas General Profile Name

Family Birth History ulti-Race (Y/H) Student Firat Name

roor feTes e
—| Profile STUNENT Las T Mo

TITED o ralented |;| [ Lo i g s o P Herr—tfwwr—Stzd Year Student Middle Initial

PR ehicles Mext Year Grade Student Middle Name

Grad Req Endorsements I Rccess I0ff-Campus Lunch |_ Student Prefix

Grad Requirements Online Registration 3tat Student Prefix Code

Guidance [Other ID Student Suffix

Health £ T |[override O0ff Campus Iunc ~

12. From the Profile section, double click on Grade

Field Areas General Profile
Entity » |Rddress » ||Federal Race -
Family Birth History Federal Races
Food Serwvice Change History Izender
General [ TET TEET
iGifted and Talented ‘E School Path L |:|
GER Vehicles Icrade Lewel Override
Grad REeqg Endorsements Wek Rccess izraduated Y/H
'zrad Regquirements lzraduation Date
Guidance izraduation Beg Base Year
Health e T |lGuardian Full Name e

13. From the Field Areas section, click on Entity
14. From the Entity section, double click on Entity Name
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Field Areas Entity

Custom Forms Student Ent
ICY¥ Schedule Status

ICY Scheduling Category C[
E| ICY Team Schedule Group

ifted and Talented

ICY Team Schedule Group C

L Discipline Officer

ad Reqg Endorsements Digcipline Officer Code
ad Bequirements Entity Code

idance tity Name
ealth T |[Family Bepresentatiwve

15. From the Field Areas section, click on Food Service
16. From the Food Service section, double click on Current Lunch Code

Field Areas Food Service
Epplication Hbr
Bar Code Date
Barcode Number
ICafeteria
ifted and Talented E| ICafeteria Code
FL Control
ad Req Endorsements
ad Requirements Current Payor - Alphakey
idance Current Payor - LFM
Health ¥ |lCurrent Price Category

17. From the Food Service section, double click on Application Nbr

Field Areas Food Service
city .
R — |- e e
General Barcode Humber
Picture Cafeteria
Portfolio Cafeteria Code
UDFE Control

Current Lunch Code
Current Paycr - Rlphakey
Current Pavor - LEM
Current Price Category
- |[Daily Ala Carte Limit

L. The o AT, de

18. From the Food Service section, click on Control
19. From the Control section, double click on Effective Date

Field Areas Food Service Control
Entity « |[Application Nbr - |[B3 of Date
Family Bar Code Date
Food Service Barcode Number £ | [Lunch Code
eneral ICafeteria Lunch Code Desc
ifted and Talented E| ICafeteria Code Payor Llphakey
23 Payor Name
ad Req Endorsements ICurrent Lunch Code Price Category Code
ad Requirements Current Payor - Alphakey Price Category Desc
idance ICurrent Payor - LFM
Health T |[Carrent Price Category 7
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20. Double click on As of Date

21. Click on Save and Modify Ranges

22. In the Current Lunch Code section, click on the box for Individual Selections
23. Click on the Select button

24. Check the boxes for everything except P, S and V

25. Click on Save

Current Lunch Code (Food Svc)
Print Field on Report Individual Selections

|  select | [P=DC 2
——— |F=Free
5=F3 -

26. Scroll down to the Effective Date section
27. Set the Range Low date to 7/1/xx (where xx is the current year)

Effective Date (FS Control)

Print Field on Report [ tndividual Selections

Range Low: @ Fixed [07/01/2015 Range High: @ Fixed [12/31/9999

28. In the As of Date ranges, enter today’s date in both the As of and thru fields
29. For Classified As Of, select Yes

As of Date (F5 Control)
[¥] Print Field on Report  Classified As Of: @ Yes © No

Az of: [07/14/2016 thru: [07/14/2016

30. Click on Save
31. Click on the Excel button:

| Print | | First 10 Records [Prinf] | | Excel | [|First 10 Records [

| Information Labels | | Mail Merge | | Export to File || Print Parg

32. When prompted for the Food Service password, enter the first initial and last name of your Food
Service director — only up to 8 characters, and all lower case

33. Click on OK

34. Once the report has finished generating, click on View Report

35. If prompted, select to Open with Excel

|
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36. Click on Yes to the message that the file format and extension don’t match

You can now sort the report in any way you might need to

EVERYTHING FOOD SERVICE

E 127 OF 2
BK:VR 07/27/2017 PAGE 127 OF 273



(30) Grandparent Meals — Creating, Serving and Reporting

This document is for Food Service directors in districts where they have grandparent volunteers and
these volunteers receive a free lunch. It shows how to create the item in the ltem Master, how to ring
up the transactions, and how to run a report on the number of grandparent meals served in a month

Create the Grandparent Meal in the Item Master:

Note: you don’t want to create this item while breakfast or lunch are being served
Note: you'll need to run the (50) FS Alerts — Batch Updates before creating the item
1. From the 000 entity, click on the Food Service tab

2. From the Purchases module, click on Item Master

3. Click on the Add button in the upper right-hand corner of the screen

4. Enter these options:

Item Master

* Ttermn: [GPL |
Short Description: Grandéarent Lun |

Long Description: |Grandparent Lunch |

Item T\,rpe:l Lunch - I

I Government Funded

7 Use Lunch Code

["iUse Price Category

I” Discomtinued Ttem

I™ sllow Selection in Educator Access Plus

POS Displa\,r:l No Display vl

5. Click on Save and Update First Detail Record

6. From the Report Group dropdown menu, select Adult Lunch

7. Click on Save

8. On the right-hand side of the screen, click on the Touch Screen button
9. Highlight the Cafeteria line you want to add the item to and click on Edit
10. Click on Select/Sort Items

11. Check the box for the Grandparent Lunch and click on OK

12. Click on Save

13. Click on Back

Record the meals in the POS:

Note: it’s assumed that the grandparents don’t have their own Food Service accounts and that the
Visitor account will be used

1. From within the POS, bring up the Visitor account for your building

2. Serve the Grandparent item

Note: this is set up as a zero cost item

Report the meals:
To report the meals, run the (34) RESA FS Monthly Summary Report, which will give you the total by
building
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Daily Food Purchased
Total

GPL 1

0.00

Tota 1

0.00
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(31) Lunch Codes with Grade Levels

This document would be for whoever needed to obtain a list of lunch codes, broken down by grade
level, and provides instruction on creating the report. If you just want totals, or don’t need a breakdown
by grade, you can run the (33) Lunch Code Totals by Day Report

There are multiple ways to obtain this information, the easiest of which is to create a filter in Food
Service Customers and export the report to Excel. It can then be sorted to your need

Click on the Food Service tab

From the Payor/Customer Maintenance module, click on Customers
From the Views dropdown menu, select Customer Information

To the right of the Views dropdown menu, click on the word Filters

PwnNPE

4 Customers iy

Views: Customer Information - |Fiters: FR11 §

From the Filters menu, | do see a template called XX: Active Students w/ Grades (where XX is my
initials)

5. Highlight the template and click on Apply Filter

6. Inthe upper right-hand corner of the screen, click on the Excel icon

‘f.:]’ Faworites * “T_l MNew Window 'ﬁ' Wy Print Clu
T Ey | Quick
d:il Print

7. Click on Export

8. If prompted, click on Download Exported File

9. Open the file

10. If you get the message that the file format doesn’t match, click on Yes

11. You can now sort the file in any way you need to, you can print it out, and/or you can save it to your
hard drive

From the Filters menu, | do not see a template called XX: Active Students w/ Grades (where XX is my
initials)

5. Click on Add Filter

6. Give it a Filter Name of XX: Active Students w/ Grades (where XX is your initials)

7. Inthe Column Display Options and Filters section, modify your options to look like this:
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Column Display Options and Filters
Move |Label Display Width |[Low Value High Value
Last Name 100% IZIZITII7ITIT]

< |First 100% 7777777777777
& |s & 100%| |3 3
< |Gr 100% 777777TITIITT]
& |Lc 100% 7777777777777
& | cafe 100% 77777

Note: you'll see other options than what is shown above. | just reordered them to get them all together,
which you don’t need to do

8. S: Uncheck the Display checkbox

9. S:Low Value—enterana

10. S: High Value —enterana

11. LC: Low Value —entera b

12. LC: High Value —enteranr

13. Uncheck everything else that is not shown on this screen

14. In the upper right-hand corner, click on Save and Apply Filter

15. In the upper right-hand corner of the Customer screen, click on the Excel icon

7 Favortes™ 1] New Window F My Print Qlu
Y o B o Quick
Print

16. Click on Export

17. If prompted, click on Download Exported File

18. Open the file

19. If you get the message that the file format doesn’t match, click on Yes

20. You can now sort the file in any way you need to, you can print it out, and/or you can save it to your
hard drive

Note: you can also create individual filters for each grade level. If you choose to do this, include the
grade-level in your Filter Name and include this in your options:

Filter Information

Browse View: Customer Information
* Filcer Name: |BK: Active Sth Grade E}udents w/ Grades
Fitter Details:
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Column Display Options and Filters
Move |Label Display | Width |Low Value High Value
Last Narne | 100%/| | | |zzzzz77eeeezy]
& |First [ 100% | | (7777777777777
4 |s ] | [ 100%| {& L3
& |or [ 100%/| |[05 | 05
4 |Lc [ 100%| |@ T

Note: the grade for Kindergarten is KG
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(32) Reports to Run to Obtain Monthly Reimbursement Information

This document is for Food Service directors and/or person submitting monthly reimbursement claim,
and covers how to most easily obtain the needed information in order to submit your monthly
reimbursement claim. Only 2 reports need to be run to get all the needed information

Reimbursement Claim: this is a screenshot of the reimbursement section on the MEIS website.

Number of Eligible Students

Reduced Student
Meal Type Total Servings  Total Paid Total Free Total Reduced | Days Served Free Price Enroliment

Breakfast 0 0 0 0 0 0 0 0

Lunch 0 0 0 0 0

This is how to most easily obtain the information needed here:

» Total Servings/Total Paid/Total Free/Total Reduced: get this information from the (34a) RESA FS
Monthly Summary Report

It's found on the last page for each individual building:

District Total - Reimbursable Meals April 2016
Stude;lj Studenty  Student Total
Fr Full-Pay| Reduced
Breakfast 1,414 536 104 2,104
Lunch 1,147 326 23 1,556
> : this information is also found in the (34a) RESA FS Monthly Summary report, on the

same page as the Reimbursable Meals section

April 2016
Operating Days

Breakfast | 16
Lunch | 16

» Free/Reduced Price Eligible Students: this information can be found by running the (33) Lunch Code
Totals by Day Report: just run it, by building, for the last operating day of the month:
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Sample Report:

TOTAL LUNCHES.

D DC
F Fres
e FE

H Homslegs

p Paid

R Reduced

90

13

Bs8

20

While the information from (35) RESA FS Reimbursement Summary by School isn’t needed for your
claim, you can run it to verify your reimbursement amount from the government

Sample Report:

(193 - Meyer Elementary

Student Free Student Full-Pay Student Reduced Total
Served Rate Amount  Served Rate Amount  Served Rate Amount Served Amount|
Ereakfast - SNB 528 1.990 1.050.72 318 0.290 92.22 a6 1.690 145.34 932 1,288.28
Lunch - NSL 482 3.300 1.500.60) 146 0430 62.74 67 2.900 19430 695 1,847 68|
1,010 2641.32 464 155,00 153 339.64 1,627 3135.96|
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(33) Lunch Code Totals by Day
This document shows how to get a Free/Reduced/Paid student count on any specified date. It’s often
used by many different staff members to determine if students qualify for reduced/free sports and/or

testing. It can also be used to obtain the eligibility counts for your monthly reimbursement claim

This report provides a lunch code breakdown by entity, based on a selected date

1. From the 000 entity, click on the Food Service tab
2. From the Food Service module, click on Reports
3. Click on Lunch Code Totals by Day

I do have a template called XX: F/R Roster — w/o names (where XX is my initials)
I do have a template called XX: F/R Roster — w/ names (where XX is my initials)

4. Highlight the appropriate template, depending on whether or not you want to include student
names

5. Click on Edit

6. Change the Date for which you want to print the report. If you’re running this for your monthly
eligibility, use the last operating day of the month

7. Click on Save and Print

Sample:

1fsrpt46.p 02-2 East China School Dis
05.15.02.00.00 Lunch Code Totals For 04
777777 CAFETERIA-------  ----LUNCH CODE-----
ID  DESCRIPTION ID DESCRIPTICN # OF CUSTOMERS CAFE TOTAL
BRE Belle River D DC 148

F Free 28

G Fs 7

H Homeless 3

P Paid 189

R Reduced 41 416
EE Eddy D DC 86

F  Free 14

I do not have a template called XX: F/R Roster — w/o names (where XX is my initials)

I do not have a template called XX: F/R Roster — w/ names (where XX is my initials)

4. Click on Add

5. Give the template a description of XX: F/R Roster — w/o names (where XX is your initials)

6. Check the box to Share with other users in entity

7. Accumulate Totals for Date: enter the date for which you want to get Free/Reduced counts. If
you’re running this for your monthly eligibility, use the last operating day of the month
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8. Uncheck All Lunch Codes

9. Click on the Lunch Codes button

10. Check everything except Staff and Visitor
11. Click on Save

12. Click on Save and Print

To create a template that includes names:

1. Highlight your existing template w/o names and click on Clone

2. Give the template a description of XX: F/R Roster — w/ names (where XX is my initials)
3. Check the box to Print Customer Name

4. Click on Save and Print
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(34a) RESA FS Monthly Summary Report

This document is for the FS Director and/or the person submitting the monthly reimbursement claim.
This is a RESA created report that’s used in place of some of Skyward’s reports. This particular one can
be used in place of the Skyward Accuclaim report. It’s similar to Zangle’s Monthly Food Service Summary
and is found on the Custom Reports tab/Reports/RESA FS Monthly Summary. It should be run with
Details on, and saved to your network drive every month. This is the information you’ll possibly need for
future audits.

Note: before being able to complete these steps, the Crystal Report Viewer software needs to be
installed on your computer. If you don’t have the ability to install software on your computer, contact
your IT department and give them the instructions on (34c) Installing Crystal Viewer

From the 000 entity, click on the Custom Reports tab at the top of your screen

In the Custom Reports module, click on Reports

Highlight RESA FS Monthly Food Service Summary and click on Run

From the Export Method dropdown, select RPT Export Options

Select the Report Month that you want to run the report for

Click on Print

When the report has finished processing, click on View Report

If prompted with what to open the file with, the option should be Crystal Report Viewer. Click on
OK

9. You'll get an error about a later version. Click on OK

PNV A WNRE

By default, every time you run this report, you’re going to see a detail section for Payments made, a
detail section for Purchases made, and a Summary section for each individual building. The report, with
this level of detail, can be hundreds of pages long. In order to just see the Summary sections:

10. In the upper left-hand corner, click on View/Show or Hide Sections

Yiew Report  Window Help

| |T Toolbar 0

| v Status par

|

Show or Hide Sections. ..

m

11. Click on Group Header #2 and check the option to Hide (Drill-Down OK)
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Format Sections il

~ Sections:

Report Header V¥ Hide (Drill-Down OK)
Fage Header

. . i [~ Suppress (No Drill-Down)
Group Header #2: Command .PurchF

Group Header #3: Command .LFMamr

Details

Group Footer #2: Command . PurchP:
Group Footer #2a: Command. Purc
Group Footer #2b: Command. Purc

Group Footer #3: Command .LFMame

Page Footer

Feport Foaoter

1 | B

Cancel

12. Do the same for Group Header #3 and Details
13. Click on OK

On the left-hand side of the screen, you’ll see a menu with all of your buildings listed:

= 10341 2skpread delofBd_7ad3_4
|- Belle River Elementary

- East China ddministration

- Eddw Elementar

- Gearing Elementary

- Marine City High Schiool

- Marine City Middle School

- Palmz Elementany

- Pine River Elementary

- Riverview East High School

-5t Clair High Schiool

- 5t Clair Middle School

You can click on any of these links to take you to the particular page that building is on. Otherwise, you
can use the VCR buttons in the upper right-hand corner to navigate from one page to the next

I 1 aof 4+ L

If you click on the Printer icon, you’ll have the option to print All pages, the current page only, or a
specified range of pages. Typically, the district totals will be on the 2™ to last page

If you look at the report prior to hiding the details, you’ll see a separate section for each building,
broken down by details of all Payments recorded from that building, details of all Purchases recorded
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from that building, as well as a Summary section at the end of each building section. The last pages have
district totals. Explanation of report areas:

Food Payment Summary:

District Totall - Food Payment Summary| January 2015
CASH/OTHER] CHECK VIA WEB Total
Ouant 3,012 B73 437 5,322
Tat 2424916 2315147 11,8423 50,242 63

4,102: total number of cash transactions recorded district-wide for the month of January
$24,249.16: the dollar amount of all cash payments

873: the number of check transactions recorded district-wide for the month of January
$23,151.17: the dollar amount of all check payments

437: the number of online payments made by parents

$11,842.30: the dollar amount of payments made by parents

5,322: the total number of payments recorded district-wide for the month of January
$59,242.63: the dollar amount of all payments recorded for the month of January

Food Purchase Summary: this section shows the total amount of payments made, the total amount of
purchases made, as well as the difference.

District Total { Food Purchase Summanry | January 2015
Total Payments 59,242.63

Total Purchases 59,915.40
Difference 3,327.23

Menu-Types/Benefit:

District Tm‘.il - Menu Types / Benefit .JI\mlaly 2015
Adulkt Student | Student | Student | Student Other Total
Free Full-Pay | Reduced | Ala Carte

ALA Carte 202 0 0 0 17,226 I 17,428
364.15 0.00| 0.00 0,00 1661475 0,00 164978.9

Breakfast o 6,353 2,384 a22 a i 9,56
18.00 1.25) 2776.25 234.35 0.00 000 30288

Lumely 251 12,303 14,203 2689 a i 20 44
871.30 111.500 33.850.75 107010 0.00 000 3590365

Other il [i 0 i il 1 1
0.00 0.00| 0.00 0.00 0,00 2.00 2.00
Tot 4672 18,656 16,587 351 17,226 1 56,443
31 1,253.45 112,75 36627000 1,304 45 16614 75 300 55891540
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Adult column: this shows the number of items, as well as the dollar amount of all adult purchases
Student Free/Full-Pay and Reduced columns: this shows the number of meals only, along with the
dollar amount, of all student purchases

Student ala Carte column: this shows the number of ala Carte items, as well as the dollar amount,
purchased by students only

Other: if you have anything in your Item Master set up as an Item Type of Other, it will appear in this
column.

Total: combines all totals for a given row

Note: you would not use these numbers for your reimbursement claim, as it reports a total of ALL meals
served, even second meals

Reimbursable Meals: these are the numbers you would use for your reimbursement claim (also found
on (35) RESA FS Reimbursement Summary by School)

District Total | Reimbursable Meals |January 2015

Auluakt Studemt] Student] Student Taotal

Free| Full-Pay| Reduced
Breakfast) 0) 6,352 2383 821 G 556
Lllm:h] 3 12,263 14,123 2684 29 07

Note: if you see an Adult column in the Reimb Meals section, something is wrong with a student’s
account, which is causing them to show up as an Adult. It’s usually due to an inactive student being
served. Call SIS Team to troubleshoot

Non-Reimbursable Meals: this section shows all Adult meal purchases, as well as 2"* meals served to
students. If this seems like an unusually high number for students, look at the summary sections of the
elementary schools and see if students were mistakenly served 2" meals at some point during the
month. If so, see (39) 2" Meals Served for instructions on removing 2" elementary meals

Non-Reimbursable Meals | January 2015

Adult]  Student]  Student]  Student Total

Free| Full-Pay) Reduced
Breakfast| 9 1 1 1 12
Lumnch] 248 40 a1 4 374

Note: these numbers, when combined with the Reimbursable Meals section, add up to the Menu
Types/Benefits section totals
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Food Purchased: this section shows the number of each item sold, along with the dollar amount for the
sales

District Total - Food Purchased

January 2015 Taotal

60C 3,043
jel 1,521
AS 23

| Specialty Sand
ﬁp—@'f%

Speciatty Salad 172.00
BC 3,491

| Bottle/Can Bey) 5,236.50

ECH 2,565
i 1,926.0

Operating Days: on the Summary page for each building, the number of operating days for both
breakfast and lunch is shown

June 2016

Operating Days

Breakfast | 12
Lunch 12

Student Grades: student grade levels have been added to both the RESA Daily and Monthly FS Summary
reports. This allows you to filter the report for specific grade levels, which can help identify where
students were served the wrong meal

Mallory J 5 |MS1
MS2
MS3
MS1
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(34b) RESA FS Daily Summary Report

This document is for the FS director. This is a RESA created report that’s used in place of some of
Skyward’s reports. This particular one replaces the Skyward Accuclaim report. It’s similar to Zangle’s
Daily Food Service Summary and is found on the Custom Reports tab/Reports/RESA FS Daily Summary

From the 000 entity, click on the Custom Reports tab at the top of your screen

In the Custom Reports module, click on Reports

Highlight RESA FS Daily Food Service Summary and click on Run

From the Export Method dropdown, select PDF Export Options

For the Report Date, enter the date that you want to run the report for

Click on Print

When the report has finished processing, click on View Report

If prompted with what to open the file with, the option should be Adobe Reader. Click on OK

PNV EWN PR

On the left-hand side of the screen, you’ll see a menu with all of your buildings listed:

= 10341 2skpread delofBd_7ad3_4
|- Belle River Elementary

- East China Adriniztration

- Eddw Elementar

- Gearing Elementary

- Marine City High Schiool

- Marine City Middle School

- Palmz Elementary

- Pine River Elementary

- Riverview East High School

-5t Clair High School

- 5t Clair Middle School

You can click on any of these links to take you to the particular page that building is on

Explanation of the Report Areas:

Food Payment Summary:

District Total - Food Payment Summary| January 2015

CASH/OTHER| CHECH] VIA'WEE Tﬂtnl|

Guant 3012 873 337 5322
Total 2424916 2315117 11,842 30 50,242 B3

4,102: total number of cash transactions recorded district-wide for the month of January

$24,249.16: the dollar amount of all cash payments

873: the number of check transactions recorded district-wide for the month of January

$23,151.17: the dollar amount of all check payments
|
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437: the number of online payments made by parents

$11,842.30: the dollar amount of payments made by parents

5,322: the total number of payments recorded district-wide for the month of January
$59,242.63: the dollar amount of all payments recorded for the month of January

Food Purchase Summary: this section shows the total amount of payments made, the total amount of
purchases made, as well as the difference.

District Total | Food Purchase Summany
Total Payments 59,242 53

Total Purchases 55,915.40
Difference 3,327.23

Menu-Types/Benefit:

District Total |- Menu Types / Benefit|.
Adluht Studemt | Student | Student | Student Other Total
Fiee Full-Pay | Reduced | Ala Carte
ALA Carte 203 0 0 0 17,226 0 17,428
| 364.15 0.00; 0.00 0.00 1661475 0.00 164978.9
Breﬂkfnﬂl 4 6,353 2,384 822 0 I 9,56
18.00) 126 3776.25 234.35 0.00 000 30258
Lunch| 251 12,303 14,203 2,689 0 a 29,44
871.30 111.50] 3385075 1,070.10 0.0a 0.00] 35903.6
Other 0f [i] 0 0 0 1 1
0.00) 0.00) 0.00 0,00 0.00 200 2.00
Tot 462 18,656 16,587 3.511 17,226 1 56,443
31 1,253 45 11275 36627000 1,304 45 1661475 3000 5591540

Adult column: this shows the number of items, as well as the dollar amount of all adult purchases
Student Free/Full-Pay and Reduced columns: this shows the number of meals only, along with the
dollar amount, of all student purchases

Student ala Carte column: this shows the number of ala Carte items, as well as the dollar amount,
purchased by students only

Other: if you have anything in your Item Master set up as an Item Type of Other, it will appear in this
column.

Total: combines all totals for a given row

Note: you would not use these numbers for your reimbursement claim, as it reports a total of ALL meals
served, even second meals
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Reimbursable Meals: these are the numbers you would use for your reimbursement claim (also found
on (35) RESA FS Reimbursement Summary by School)

District Tota| - Reimbursable Meals |Januarny

Adult Student]  Student]  Student] Taotal

Free| Full-Payi Reduced
Bieakfast 0l B, 352 2,383 a8 9 5565
Lunch 3 12,263 14123 2,684 28 073

Note: if you see an Adult column in the Reimb Meals section, something is wrong with a student’s
account, which is causing them to show up as an Adult. Call SIS Team to troubleshoot

Non-Reimbursable Meals: this section shows all Adult meal purchases, as well as 2" meals served to
students. If this seems like an unusually high number for students, look at the summary sections of the
elementary schools and see if students were mistakenly served 2" meals. If so, see (39) 2"! Meals
Served for instructions on removing 2" elementary meals

Mon-Reimbursable Meals |J.'mu
.1 udern  stuaem]  student Total

Free| Full-Payl Reduced
Breakfas| ] 1 1 1 13
Luncl 248 40 a1 5 374

Note: these numbers, when combined with the Reimbursable Meals section, add up to the Menu
Types/Benefits section totals

Food Purchased: this section shows the number of each item sold, along with the dollar amount for the
sales

District Total - Food Purchased
January 2015 Total
60C 3,043
jel 1,521
ASN 23
| Specialty San 80.50
ASPY 43
Speciatty Satad|  172.00
BC 341
| Bottle Can Bev) 5,236.50
BCH 2,568
$.75 Chipsl 1,926.00
EBH| 417
EK GSEP 0.00
BKF| 9,151
Breakfast] 3.029.85
BSU 93
Bireakfast) 123.75
cM| 37
i 3515
CHNSB| 3,225
LCrust N SugtB] 3.735.35
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Student Grades: student grade levels have been added to both the RESA Daily and Monthly FS Summary

reports. This allows you to filter the report for specific grade levels, which can help identify where
students were served the wrong meal

Mallory J 5 |IMS1
MS2
MS3
MS1
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(34c) Installing Crystal Reports Viewer in Order to Run Custom Reports

This documentation is intended for anyone that can install applications on a computer. If you're in deep
freeze and unable to install applications on your computer, your IT person would need to install this

In order to be able to run some of the RESA-created reports, the Crystal Reports Viewer must be
installed on anyone’s computer that needs to run these reports. They’re primarily related to Food
Service, but there is also a Superintendent report Bob created that works best with the Crystal Reports
Viewer. The Superintendent report would be run by the MSDS submission person to provide detailed
information about the Count Day submission.

1. From within Student Management in the 000 entity, click on the Custom Reports tab
2. From within the Custom Reports module, click on Reports
3. On the right-hand side of the screen, click on the Download Offline Viewer button

Dowynload
Offline
Wiewer

Note: depending on your Operating System and/or Internet Browser, the options you see might be
slightly different from what you see here

4. Click on Download Offline Viewer

—Skyward - Custom Reporting

Close |

Download Offline “iewer |

5. Click on Save File

You have chosen to open:

= InstallCrystalOfflineYiewerXl.exe

which is: Binary File {46.2 MB)
from: hitp: /fsupport. skyward.com

Wiould you like to save this file?

Save File Cancel

6. Save the file to your Desktop
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Save i I @ Desktop LI

7. On the Download Offline Viewer Screen, click on Close
8. From your desktop, double-click on the InstallCrystal... icon:

T

Inskalls

9. When prompted to open file, click on Run

10. On the Setup screen, click on Next

11. On the License Agreement screen, select | accept the License Agreement and click on Next
12. On the Destination Folder screen, click on Next

13. On the User Information screen, enter your name and School District

14. On the Select Installation Type screen, select Typical and click on Next

15. On the Start Installation screen, click on Next

16. On the successful install window, click on Finish
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(34d) Customizing the RESA FS Monthly Summary to your Needs

This document is typically for the FS director and provides instruction on how to get specific information
from the RESA Monthly Summary report

Examples of when this would be used:

e My High School also feeds Middle School kids. The cashiers don’t switch registers between
students coming down, so they’re all reported under the High School counts. The Middle School
kids have a different Price Category, so they can be separated by Price Category

e |In my building, some students are fed by us, while others are fed by another district. They’re
reported under 2 different cafeterias and | only want to get a report of my students

e | need a breakdown of a particular item by pay type. For example, | have 5 different lunch
options. These show up combined by pay type and a grand total. However, | need to see how
many Sandwich Centrals were served to the different pay types

When you run the report, it will, by default, include every transaction for every customer on it. If you
run the report using an Export Method of .rpt, you have the ability to filter out any information you
don’t want to see, so you can see details of what you do want to see

Here’s a partial example of the customer purchase section:

Cafe Benefit Code Purchase Cty Line Total Cust. Total
SH2 Paid SUP Super 1 1.50
SH1 BC Bottle/Can Bev. 1 1.50
SH4 Paid RSDC  Ready Set Deli 1 3.00
SH4 Paid GAST  Grab A StackTa 1 280
SH1 Paid GAST  Grab A StackiTa 1 260
SH2 Paid GAST  Grab A StackTa 1 2.60
SH1 Paid PBS Play Bowl'Sizz 1 260
SH4 BC BottlesCan Bev. 2 3.00
SH2 Paid EO Entree Onby 4 10.00
SH2 BC Bottle/Can Bev. 3] 9.00 41.00
SH2 Paid GAST  Grab A StackTa 1 260
SH2 Paid SuUp Super 1 1.50
SH2 Paid CNSB  Crust N StuffiB 1 260 6.70

This shows which Café line the transaction occurred in, what the customer’s pay type is that purchased
the item, what the item code is, what the item description is, how many that customer purchased, the
total amount item cost, and the total amount they purchased for the month. You can filter the report on
any of these fields

Here's a part of the Summary section, which shows me how many meals and ala Carte items were
purchased by Free/Reduced/Paid students and Adults. | can also filter on any of these areas:
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Menu Types / Benefit October 2015

Adult Student Student Student Student Total
Free Full-Pay | Reduced | Ala Carte

ALA Carte) 18 0 0 0 3557 3575
19.65 0.00 0.00 0.00] 400665 4026.30)
Breakfast] 0 347 103 27 0 477
0.00) 1.25 128.75 8.10) 0.00 138.10)
Lunch 20 1021 1865 251 0 363
91.00 0.00] 491595 102.60 0.00 5109.55
Total 44 1368 1968 278 3557 7215
110.65 1.25) 504470 110.70(  4006.65 09273.95

And, finally, there’s a Food Purchased section, which shows me, as a total, the number of sales for this
particular item, along with the dollar amount associated with the sale. | can also filter on this area

oat a5

15 Datmeal Bar 41.25
OT 112

Outtakes| 247.20

PBS 833

Play BowliSizzl 130965

So, in my example, | want to see a breakdown of how many Outtake meals were purchased by the
individual pay types. | can see that a total of 112 were sold. However, a total of 3163 lunches were
served, so | can’t tell, as the report is currently, which pay types purchased the Outtakes lunch. | will,
therefore, filter the report to show only purchases of Outtakes

1. With the report open in the Crystal Reports Offline Viewer, click on the Report menu option at the
top of the screen
2. Click on Select Expert

El Crystal Reports Offline Viewer
@Eile Edit View | Report Window Help

& & | dh E Selact Expert...
Preview] i j Y

= _10.3.4.12skyreadd4d )
-- Belle River Blemen an LLpU) Eopsits
[ East China Adminis Z 5ort Records...
- East China Schaol
-- Eddy Elementary Go To... 1

[T, Ramrina Flamamtanr e

4

3. You're going to see a number of Report Fields, only a few of which you’ll be interested in:
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Choose Field

Fields:

= Report Figlds
----- == Command.PurchFay

oK

lamy| »

iy

----- == Command.Entity sl
----- == Command.LFName

----- == Command.temDesc Hep
----- = Command.CO5T1 Browse...

----- = Command.CO5T2

----- = Command.PURCHLIMIT

..... = Command.Benefit

----- = (Command.temCode

..... &= Command.QTY1

..... &= Command.QTY2

..... = Command QTY3 o

If you want to report on the item code (OT - Outtakes), you would select Command.ltemCode

If you want to report on a particular pay type (Free, Reduced, Adult...), you would select
Command.FRCode
e Note: N = Paid

If you want to report on a particular item type (lunch, ala Carte...), you would select Command.ltemType

If you want to report on a particular benefit type (Student Free, Student ala Carte, Adult....), select
PurchBenefit

If you want to report on whether or not a purchase is reimbursable, select StudReim

4. In my example, | would highlight Command.ltemCode and click on OK
This is the screen that comes up:

Select Expert

Command. [temCode | quw}|

is any value, v]

5. Because | want a specific item, | would change this to is equal to, and select the OT — Outtakes item
from the other dropdown window
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Select Expert

Command.ItemCode | <Maw = |

is equal to v] oT

[ oK ][ Cancel H Help

6. If this is the only thing you need to narrow down by, just click on OK. This is what the Summary
section would now look like, where only Outtakes sales are shown:

October 2015 Food Purchased

Total
OT] 112
Duttakes 247 20
Total 112
247.20

Menu Types / Benefit October 2015

Adult Student Student Student Total
Free Full-Pay | Reduced
Lunch 10 17 a1 4 112
35.00 0.00 210.60 1.60 247 .20
Total 10 17 31 4 112
35.00 0.00 210.60 1.60 247 .20

If you wanted to print this report out, you would want to hide the details, as you would still see all of the
specific transactions related to Outtakes. To hide the details:

7. Inthe upper left-hand corner, click on View/Show or Hide Sections

Yiew Report  Window  Help

TlT Toolbar i
_|T tatus Bar

Show or Hide Sections. ..

E

8. Click on Group Header #2 and check the option to Hide (Drill-Down OK)
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Format Sections il
~ Sections:

Report Header [v Hide (Dril-Down OK)
Fage Header

: iy [~ Suppress (No Drill-Down
IGmu|::u Header #2: Command.PurchF - No )

Group Header #3: Command .LFMamr
Details

Group Footer #2: Command . PurchP:
Group Footer #2a: Command. Purc
Group Footer #2b: Command. Purc

Group Footer #3: Command .LFMame

Page Footer

Feport Foaoter

1 | B

9. Do the same for Group Header #3 and Details
10. Click on OK

EVERYTHING FOOD SERVICE

PAGE 152 OF 27
BK:VR 07/27/2017 GE 152 OF 273



(35) RESA FS Reimbursement Summary by School

This document is for the person in your district that submits the monthly Food Service reimbursement

claim.

This is a RESA created report that’s used to verify your reimbursement amount from the government. It
is also used by Chartwells sites for some of their reporting purposes. It's found on the Custom Reports
tab/Reports/RESA FS Reimbursement Summary by School

Note: in order for this report to work, you will have had to provide SIS Team with your reimbursement
rates per building. Send the new rates if they’ve changed for the new school year

Click on Print

NouswNE

In the Skyward 000 entity, click on the Custom Reports tab at the top of your screen
In the Custom Reports module, click on Reports

Highlight RESA FS Reimbursement Summary by School and click on Run

From the Export Method dropdown, select PDF Export Options

Select the Report Month that you want to run the report for

When the report has finished processing, click on View Report

Sample Report:

East China School District TRAINING

Reimbursement Summary by School

Adult Student Free Student Full-Pay |

Served Rate Amount  Served Rate Amount  Served Rate Amount]

Breakfast - SNB 0 0.000 0.00 1,833 2.060 3,775.98 512 0.280 143.36
Lunch - SML 1 0.360 0.36 2435 3.060 7,451.10 498 0.360 359.28
[122 - Belle River Elementary 1 0.36 4,268 11227.08 1,510 502.64
Breakfast - BSB 0 0.000 0.00 925 1.930 1,785.25 492 0.280 137.76
Lunch - SML 0 0.000 0.00, 1,325 3.060 4,054 50 1,416 0.360 50976
123 - Eddy Elementary 0 0.00) 2,250 5839.75 1,908 647.52
Breakfast - Unset 0 0.000 0.00 551 0.000 0.00 264 0.000 0.00
Lunch - Unset 0 0.000 0.00 408 0.000 0.00 1,488 0.000 0.00
[124 - Gearing Elementary 0 0.00 1,459 0.00 1,752 0.00

Note: if you see a column for Adult in this report, there’s something wrong in your Item Master, with a

Lunch Code, or with a Purchase. Call SIS Team to troubleshoot until you’re comfortable with what you're

doing

Note: if running this for the first time in a school year, make sure the reimbursement rates are

correct/have been updated
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(36) Purchases — Everything You Need to Know

This document is for anyone that needs to record, correct or report Food Service purchases. It covers
the various ways purchases can be recorded to show you, based on your scenario, what the best
method would be. It includes the following:

e Different ways purchases can be recorded

e Different ways purchases can be corrected

e Common options for Purchase reporting

Different ways purchases can be recorded:
e POS: in a traditional K-12 setting, this is the most often used option. Cashiers log into their own
Point of Sale/register and ring up transactions as students come through the line
e  Purchase Entry by Homeroom: this is used for various scenarios where meals are served in the
classroom. Commonly used in Special Education or elementary buildings where breakfast is
served in the classroom. These are the different options for Purchase Entry by Homeroom:
o Teachers, through Teacher Access, can record student meals (document 37a)
o Aroster can be used (document 37c) to check off names of students that ate, which are
later recorded by someone else (document 37b)
o Through FS Payors: this is not a recommended method for recording purchases, but it can be
done. It’s most often used to correct purchases

Different ways purchases can be corrected

e POS: so long as the batch update utilities have not been run, cashiers can use the Previous
Activity option to correct purchases. They can delete and re-add them. However, once the batch
update utilities have been run, no one can correct purchases from the POS. Refer to (document
38a) for instructions on correcting purchases within the POS

e (37a and 37b) Purchase Entry by Homeroom: purchases can only be recorded here. Once
transactions are saved, you cannot go back and make any changes

e FS Payors: after the batch update utilities have been run, the FS director would make any
necessary changes using FS Payors. There are too many scenarios to cover on fixing purchases
from here. Until you’re comfortable with what you’re doing, call SIS Team for assistance

e By running the (18) Remove Customer Purchases and Payments utility: this utility will remove
all purchases and payments from a specified student

e By running the (39) 2" Meals Served utility: this utility will mass remove any 2" meals served to
specified students/grade ranges

e By running the (19) Change Customer Purchase Cafeteria utility: this utility will take any
transactions rung up under the wrong register and move them to the correct register. Example:
elementary students were mistakenly rung up under the HS register

Common options for Purchase reporting
e (34a) RESA FS Monthly Summary Report: provides both detail and summary information on FS
purchases by individual entity, and district-wide
e (35) RESA FS Reimbursement Summary by School: provides monthly reimbursement
information, in summary format, broken down by entity
e (34b) RESA FS Daily Summary Report: provides summary information on FS purchases by

individual entity, and district-wide
|
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(37a) Purchase Entry by Homeroom — Elementary Teachers

This document is for elementary teachers in districts where the teacher records breakfast in the
classroom

Note: in order for students to show up in your ‘Homeroom’, the student must be scheduled in your 1°
period class, and your Homeroom code must be assigned to the student. The RESA has automated a
utility to run at 9:00 am every weekday to assign student homerooms based on their 1 period course. If
you don’t see a student in your Homeroom entry, check with the building secretary to make sure the
student is scheduled in your class as of today’s date

1. Loginto Skyward
2. Click on the Food Service tab
3. Click on My Students Homeroom Entry

The first time you record the purchases, you'll need to set up Purchase Defaults. To do so:
e Click on the Purchase Defaults button
e From the Cafeteria options, select the appropriate elementary register

From the Service Type dropdown menu, select Breakfast

Click on Default Item 1 and select Breakfast

Check the button to Show

e C(Click on Save

Purchase Defaults

™ Use Customer Default Cafeteria
* Cafeteria |EL w» | Sandusky Elernentary

Service Type:l Breakfast j

™ Show Customer Pictures
Show? Default?

Default Itemn 1: |BFST ¥ Breakfast v -
Default Thern 2: - | =
Default Thern 3: - - Il
Default Thern 4: - | =
Default Thern S: - - Il

4. Highlight your Homeroom and click on Select
5. Check the box for those students that received a breakfast
6. Click on Save

Note: you are not able to tell from My Students Homeroom Entry if you served the students/which
students you served on a particular day. For example: | go in today and check that all students received a
breakfast. Let’s say that later today I’'m not sure if | recorded them or not. If | go back in and look, no
boxes will be checked to indicate that they were already served. If | check them and Save again, | will be
serving students a second breakfast
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(37b) Purchase Entry by Homeroom — anyone other than Teachers

In districts that serve students by classroom, where meals are served and then recorded later, this
document is for the person that will be recording the meals using Purchase Entry by Homeroom. It
covers how to record purchases, as well as payments

Explanation: this is an easy option for serving students when they receive breakfast in the classroom
and/or come down to the cafeteria by classroom and have limited ala carte options. This option is
typically used for breakfast in the classroom. There are separate instructions on (37d) Recording GSPR
Meals

Note: in order for this to work, students must have a homeroom associated to them. There is an
automated utility that runs that assigns students to a homeroom based on their 1°t period class. If a
student does not appear under the correct classroom, it may be that the student is not scheduled in
your class

1. From the individual entities where students are being served, click on the Food Service tab
2. From the Purchases module, click on Purchase Entry by Homeroom

The first time you access this you will need to click on the Purchase Defaults button

g

Purchasze
Defaults

Cafeteria: click on this to select the register the students should be reported from
Service Type: select Breakfast

Default Item 1: click on this to select Breakfast

Check the buttons to the right for Show

Example:
Purchase Defaults A @ T2
Purchase Defaults Save
™ Use Customer Default Cafeteria =
* Cafeteria ME ¥ |Grades K-1 B
Service Type: I Breakfast j
™ Show Customer Pictures Select
Show? Default? Al
Default Item 1: B ¥ |Breakfast I | Unzelect
Default Tterm 2: - - r al
Default Ttem 3: hd r r
Default Tterm 4: - - r
Default Tterm S: - - r
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Click on Save

3. Highlight a teacher’s name and click on Select

HOMEroom & Building Foorm # School Laszt Mame

0132 0132 363 Berry

4. Check the box for students that had breakfast
5. Click on Save

Example of screen before meals are checked:

Purchase Entry [Customers: 29]
Lati Jillian
I Breakfast 1.25 I Breakfast 1.25
Edward Ryleigh
I Breakfast 1.25 I Breakfast 1.25

Note: the teacher will always appear first

Note: you can also record payments here by clicking on the Add Payment button and selecting the
appropriate customer

Note: Let’s say | served a particular teacher’s students and saved the purchases, and | now need to serve
another student that | missed. If | go back to Gabler, | will not be able to see the options | checked the
first time — everything will be blank. If | check breakfast for a student | already served, | just gave them a
second breakfast. You cannot use Purchase Entry by Homeroom to determine who you’ve already
served.
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(37c) How to Print Purchase Entry by Homeroom Class List

This document is for districts that serve breakfast in the classroom, where someone marks off on a sheet
who ate, and then someone else later rings up the transactions. It would be used only when students
are served using the Food Service Purchase Entry by Homeroom option. It’s an optional way of easily
recording which students were served which items

Note: this document assumes that you already use this option and everything has already been set up
for how you use it

1. From the individual entity, click on the Food Service tab
From the Purchase module, click on Purchase Entry by Homeroom
3. Highlight the first teacher and click on Select
e Note: before generating the screenshot, you'll want to make sure all checkboxes are unchecked.
If they’re checked, do the following:
o Click on the Back button
o Click on the Purchase Defaults button
o Uncheck all the check boxes under the ‘Default’ header
o Click on Save
o Select the teacher again
= Note: once you’re done with your screenshots, and if you turned off the default items,
you may want to go back in Purchase Defaults and recheck them
Click on the camera icon in the upper right-hand corner
Once the screenshot has finished processing, click on View Report
Print the screenshot
Close the screenshot
Repeat for remaining teachers

N

PNV

Partial example of what the screen/report looks like:

Purchase Entry [Customers: 33]
Wicki Cooper
I Breakfast 1.25 I Breakfast 1.25
™ Lunch I Lunch
Garret Kaylie
I Breakfast 1.25 [ Breakfast 1.25
™ Lunch I Lunch

The teachers would use this printed screenshot to check off who ate. The person recording the

purchases would then use this to go back into Purchase Entry by Homeroom and serve the appropriate
students

Note: the report does include last names, as well as the teacher’s name, which have been erased for
privacy purposes
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(37d) Recording GSRP Meals

This document is for the person that records meals served to GSRP students. The following instructions
assume that both breakfast and lunch will be recorded at the same time.

Note: you may currently be serving GSRP students using a different method than what is shown here. If
so, and it works well, continue using it. However, this is probably an easier option

Note: in order for this process to work:
e  GSRP students must be enrolled in Skyward (done by enrollment secretary)
e  GSRP students must be scheduled in a GSRP course (done by enrollment secretary)
e  GSRP students must be assigned to the GSRP Homeroom (an automated utility will be run to
assign the Homeroom)

1. Log into Skyward and select the Elementary entity from your dropdown menu at the top of the
screen

2. Click on the Food Service tab

3. Click on Purchase Entry by Homeroom

Note: the first time you go in here, you'll want to set up your Purchase Defaults:
o C(Click on the Purchase Defaults button
e Set the Cafeteria to GSRP
o Note: if you don’t have a GSRP cafeteria listed, call SIS Team to set it up
e Set the Service Type to Lunch
e For Default Item 1, select GSRP Breakfast
e For Default Item 2, select GSRP Lunch
e If you're serving a GSRP snack, select it for Default Item 3
e Check the box for both Show and Default for both items
e C(Click on Save

Purchase Defaults

Purchase Defaults

™ Use Customer Default Cafeteria
* Cafeteria (GSRP ¥ |G5RP

Service Type:l Lunch d
™ show Customer Pictures

Show? Default?
Default Ttern 1 |GSRE * GSRP Breakfast v v

Default Ttern 2: |GSRL ¥ (GSRP Lunch v v

Highlight the GSRP Homeroom and click on Select

If you’re recording meals for previous days, change the Meal Entry Date at the top of the screen
Uncheck any students that did not get Breakfast and/or Lunch and/or snack if applicable

Click on Save

Click on Yes to the Proceed Message

PN
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9. Click on OK to the Purchases were successful message

Note: you cannot use Purchase Entry by Homeroom to see if you've served students already for a
particular day. Every time you go in it’s going to show all student meals checked. This doesn’t mean that
these items were previously served — it’s just set to have all options checked every time you open up a
homeroom. If you already served the students for a particular day and go back in here and click on Save
again, you will possibly have served a 2" meal to all the students. This entry screen does not tell you if
you've served a 2™ meal (unlike in the POS)
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(37e) Reporting GSRP Meals

This document is for whoever runs the GSRP report to get a Free/Reduced/Paid meal count to submit to
the GSRP program. It shows how to obtain a monthly count for GSRP meals only

Note: before being able to complete these steps, the Crystal Report Viewer software needs to be
installed on your computer. If you don’t have the ability to install software on your computer, contact
your IT department and give them the instructions on (34c) Installing Crystal Viewer

From the 000 entity, click on the Custom Reports tab at the top of your screen

In the Custom Reports module, click on Reports

Highlight RESA FS Monthly Food Service Summary and click on Run

From the Export Method dropdown, select RPT Export Options

Select the Report Month that you want to run the report for

Click on Print

When the report has finished processing, click on View Report

If prompted with what to open the file with, the option should be Crystal Report Viewer. Click on
OK

9. You'll get an error about a later version. Click on OK

PN R WN R

By default, every time you run this report, you’re going to see a detail section for Payments made, a
detail section for Purchases made, and a Summary section for each individual building. The report, with
this level of detail, can be hundreds of pages long. In order to just see the Summary sections:

10. In the upper left-hand corner, click on View/Show or Hide Sections

Yiew Report Window Help
| v  Toolbar 0
v Status Bar

Show or Hide Sections...

11. Click on Group Header #2 and check the option to Hide (Drill-Down OK)
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Format Sections il
~ Sections:

Report Header V¥ Hide (Drill-Down OK)
Fage Header

. i [~ Suppress (No Drill-Down
I Group Header #2: Command .PurchF - N )
Group Header #3: Command .LFMamr
Details

Group Footer #2: Command . PurchP:
Group Footer #2a: Command. Purc
Group Footer #2b: Command. Purc

Group Footer #3: Command .LFMame

Page Footer

Feport Foaoter

1 | B

Cancel

12. Do the same for Group Header #3 and Details

13. Click on OK

14. In the upper left hand corner of the screen, click on Report/Select Expert

15. In the list of fields, highlight Command.ltemCode and click on OK

16. From the is any value dropdown menu, select is one of

17. From the dropdown menu to the right, select the GSRP breakfast item

18. From the same dropdown menu, now select the GSRP lunch item

19. If you offer a GSRP snack and also need to report this, select it from the dropdown menu
20. Click on OK

Select Expert x|

Command. ItemCaods I <hlews |

Iis one of LI I LI plew:
Delete |
’GSRB Browse... |
Remave |

oK | Cancel | Help | Show Formula == |
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The results will display only GSRP meals, which are broken down by Adult, Free, Full Pay and Reduced:

Menu Types / Benefit September 2015

Aduh Student | Student | Student Total
Free Full-Pay | Reduced

Breakfrast 44 167 111 39 361
0.00 0.00 0.00 0.00 0.00

Lunch 44 167 111 39 361
0.00 0.00 0.00 0.00 0.00

Total 23 334 222 T8 T2
0.00 0.00 0.00 0.00 0.00

September 2015 Food Purchased

Total
GSRB 361
| GSEP Breakiast 0.o0
GSEL 361
GSEP Lunch Q.00
Total 722
0.00
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(38a) Fixing Purchases from within the POS - Cashiers

This document is for cashiers and shows how to change/remove a purchase in the POS line

Note: purchases can only be modified prior to the batch update utility running that day
Note: payments cannot be corrected by cashiers or in the POS line

Note: in order to do this, you need to add an option to your POS if it’s not already there. If you don’t
already see a Previous Activity button on your screen:

e Click on the Configure button in the POS

e Click on the Screen Fields button

e Check the box for Previous Activity

e Click on Save

e Click on Save

If you've served a customer an item, that, once you’ve saved the transaction, needs to be removed, you
can remove it yourself from within the POS as long as the batch utility has not yet run. This document
walks you through the process of fixing a purchase after you have already ‘saved’ a transaction. You can
also use part of this process to bring up a list of customers you served during this meal on this date. You
can click on a name within the list to then bring that customer back up on your screen

So, let’s say | served a student and, either immediately or 5 students later, | realized | didn’t ring
something up that they took, or | realized | accidentally rang up something the student didn’t get. Either
way, | need to fix something for a student that is no longer up on my screen:

1. From within the POS, click on the Previous Activity button in the middle of the screen

Previous
Activity

2. You will see a list of all students that you rang up in your line for this meal. You’ll see an individual
line for each item bought/payment made. In this example, Donna purchased 3 items and made a

payment:
Marme = g:fsé T\leu?ml:k':uae? ftem Price | Payment
107717 | sood
, Donna A SCM 107717 MUF 0.85
, Donna A SCM 107717 B 0.35
, Donna B SCM 107717 CHSE 2.30

3. Highlight any of the 4 transactions for this consumer, then click on the button to Select Customer
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Select
Customer

4. Highlight the item you want to remove and click on Delete Selected

Delete

Lunch Activity for 04,/20/2015
Selected

Payor Balance: (3,35 Total Lunch: 3
Deszcription Gty Amourt

—--No Current Purchases-- - NO lrnm

--Previous Purchases--
eIy .09 NOCLCIIT T T oon AHaIH’h Wi
SMl: Crust N Stuff/B 3 ‘ Paymerts
Bl - 'E'En-ii-f‘::l' .; =l ] 1 L CLCE
Prewious Total: 3 4.90 | Previous |

5. Repeat for any remaining items
6. Once you’re done, you can either click on Change Customer to clear the screen or the next student

can scan his/her card, type in his/her number, or you can search for the next student
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(38b) Recording Payments in the POS

This document is for cashiers and covers how to record payments from within the POS

Note: payments cannot be modified from within the POS once they’ve been entered, regardless of
whether or not the batch updates have been run. To fix an incorrect payment, refer to 16a — 16f

In order to record payments, the individual cashier must have the option turned on within the POS

Configuration button. To do this:
Log into the POS

NoukwnNe

Click on Save

In the upper right-hand corner, click on Configure
At the bottom of the screen, check the box for Payment Options/Accept Payments
Click the + sign to the left of Payment Options

For Amount Tendered Default, select Zero

For Amount Applied Default, select Amount Tendered

To record the payments, there are different options:

Pay in Full:
Lunch Activity for 10/15/2015 Delete
Payor Balance: -5_80 Selected
D ipti Oty - t
escription ty Amoun Undo
—-—Current Purchases—- - Purchaze
Current Total: 1 View
——Previous Purchases—- Payments
LE: Large Milk 1 1.90B
LE: Lunch 2 3.50B Prewvigus
Previous Total: 3 5.40 Activity
— NSE
Current Purchases| 0.40 |
—-No Paymenta—- -+
Payment Pay in
il Full

In this example, the student owes a total of $5.80, but only owes .40 for the current transaction. If you
click on the Pay in Full button and select Yes, it’s going to automatically apply $5.80 to the student’s
account. With this option, you don’t have the ability to change the amount. If the student wasn’t going
to pay exactly $5.80, you would select No here
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Point of Sale

Apply 5.80 to the amount paid?

Yes y No

The other option is to click on the Payment button. Doing so will bring up a screen that looks something
like this:

Today's Amount Due: 5.80

‘ Amount Tendered ‘ m

‘ Amount Applied ‘ U_UU
Change: UUU

Today’s Amount Due: the total the student currently owes
Amount Tendered: enter what the student is handing you
Amount Applied: enter the amount you’re keeping
Change: the system will tell you how much to give back

In my example, the student handed me a $10, and wants to apply $8 to his account. This is what it
would look like:

Today's Amount Due: 5.80

‘. Amount Tendered ‘ 10.00

‘ Amount Applied ‘ 8.00
Change: 200

If the customer is paying via check, include the Check Number in the lower left-hand side of the screen
Once the payment has been recorded, click on the Apply Payment button
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(39) 2" Meals Served

This document is typically for Food Service directors and covers how to run a utility to mass remove 2™
meals.

Explanation: through various means, a student may be served a 2™ reimbursable meal on any given day.
Sometimes they truly did get one, other times it’s due to cashier error/student error with entering the
wrong ID. This process is usually only done at the elementary level, where students don’t normally get a
2" meal. It is not recommended that this be run at the secondary level, as these students quite often
purchase a 2" meal.

How to set up a template to remove 2™ quantity purchases if you don’t already have one in your
name:
1. From the 000 entity, click on the Food Service tab

2. From the Food Service module, click on Setup/Utilities
3. From the Mass Delete Utilities section, click on Remove Second Quantity Purchases

Do you have a template called XX: Remove 2" Ele Meals (where XX is your initials)?
e Yes, and it’s my first time running it this school year: skip to the next section

e Yes, and it’s not my first time running it this school year: skip to the last section
e No: call SIS Team to set it up. There are too many scenarios to document the proper way for
each district to set it up

Running the utility for the first time in the current school year:
4. Highlight the template for XX: Remove 2" Ele Meals (where XX is your initials) and click on Edit

5. If you have entity numbers listed in the Entity Low and High ranges for your particular elementary
buildings, but not in the Grade/Grad Year fields, proceed to step 6

Proceed to step 6:

Utility Ranges

LY ﬂlg: 1
o hs 1 |

Clstomer e | |

' |
IGradefGrad vii|  [9999 §ooo0 |
Status:l Both j
Current ear Member:l Both - I

Purchase Date: (01011900 |[73) [12/31/2100  |[]
™ Select 4l Items ftems

Call SIS Team for either of these: there are Grade/Grad Yr Low and/or High values, or there are no
Grade/Grad Year values and the Entity Low and High is 0000 to 9999. Values may need to be changed,
but there may be a better way to do it so that you don’t have to update them every year
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Utility Ranges LHility Ranges

Lo ngh [y Hig: U
I Sty 000 Q009 I

Erttity: 9999
Cctecoc | ] ] Cystomer Key: | | | |

IGrade,fGrad vr:[01_|2027 [07 ]2021 I adefGrad vr:[  |9999 0000 I
Status:l Eoth vI Status:l Eoth j
Current Year Member:l Eoth vI Current viear Member:l Both vl

Purchase Date: 01/01/1900  |[7] [12/31/z100 |4 Purchase Date: [01/01/1900 ][54 [12/31/2100 ][]
I select Al tems ttems ™ Select Al Itemns ttems

]

6. If you leave the Purchase Dates wide open, you’ll never have to update these from one year to the
next. If they’re not already, set the Low Date to 01/01/1900 and the High Date to 12/31/2999 (not
what’s shown in the screenshot)

7. Click on Save and Process

8. If there were no 2" meals served, you'll get a message that No records were found to process and

you don’t need to do anything more. Otherwise, skip to step 8

9. Click on Preview Data to Process

10. You'll see a list of students whose 2" meals will be removed. If you want to remove them for
everyone, just click on Back

11. Click on Run the Update

12. Click on OK

13. When the report has finished processing, click on Back. You don’t need to view the report

14. Click on Back on the My Print Queue screen

Note: if you were to rerun this process right now, you would see all the same students in the list. That’s
because the purchase record still exists, but with a 0 quantity. In order to clear this out, you’ll need to
run the (40) Remove ALL Purchase Records without Purchases utility

Note: if you have multiple Lunch items available — for example, Sandwich Central, Salad Bar, Grab a
Stack.... It will only remove a 2™ purchase of the same item. So, if a student had both Sandwich Central
and Salad Bar on their account for a particular day, it would not remove either of them. It will only
remove it if, for example, the student had 2 Sandwich Centrals

Running the utility after the first time in the current school year:
1. Click on the Food Service tab

2. From the Food Service module, click on Setup/Utilities

3. From the Mass Delete Utilities section, click on Remove Second Quantity Purchases

4. Highlight the template titled XX: Remove 2" ELE Meals (where XX is your initials) and click on
Process

5. If there were no 2" meals served, you’ll get a message that No records were found to process and
you don’t need to do anything more. Otherwise, skip to step 6

6. Click on Preview Data to Process
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7. You'll see a list of students whose 2" meals will be removed. If you want to remove them for
everyone, just click on Back

8. Click on Run the Update

9. Click on OK

10. When the report has finished processing, click on Back. You don’t need to view the report

11. Click on Back on the My Print Queue screen

Note: if you were to rerun this process right now, you would see all the same students in the list. That’s
because the purchase record still exists, but with a 0 quantity. In order to clear this out, you'll need to
run the (40) Remove ALL Purchase Records without Purchases utility

Note: if you have multiple Lunch items available — for example, Sandwich Central, Salad Bar, Grab a
Stack.... It will only remove a 2™ purchase of the same item. So, if a student had both Sandwich Central
and Salad Bar on their account for a particular day, it would not remove either of them. It will only
remove it if, for example, the student had 2 Sandwich Centrals
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(40) Remove ALL Purchase Records without Purchases

This document is for the Food Service director and covers some cleanup steps to remove 0 quantity
purchases. This utility should be run monthly

Explanation: when a purchase is made and then later removed — either by the cashier or through Food
Service/Customers, you still see a transaction for this purchase in the customer’s account, but it will
show a 0 quantity. Running this utility removes the 0 quantity purchases and cleans up the data

Note: Before this one can be run, you have to clear any FS Alerts/Batch Updates if they exist. Refer to
(50a) FS Alerts-Batch Updates — FS Directors

From the 000 entity, click on the Food Service tab

From the Food Service module, click on Setup/Utilities

From the Mass Delete Utilities section, click on Remove ALL Purchase Records without Purchases
Click on Process

vk wNE

If there are no 0 quantity purchases, you’ll get a message that no records were found. Just click on
Back and you’re done. Otherwise, continue to step 6

Click on Preview Data to Process

You'll see a list of students who have 0 quantity purchases. Click on Back

Click on Run the Update

Click on OK

10. When the report has finished processing, click on Back. You don’t need to view the report

w oK N

11. Click on Back on the My Print Queue screen
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(41a) Purchase Transactions Log Report

This document is typically for the Food Service director and is used to troubleshoot purchases. It's
typically run by Date, which provides a chronological list of transactions district-wide, or by User, which
provides a chronological list of transactions recorded by a particular cashier

The report shows the customer name, date of purchase, what was purchased, who rang up the
transaction and how it was entered (example: POS)

You can be selective on a date/date range or individual cafeterias. You can also choose to view
either/or/both Added transactions, as well as Edited transactions

Because there are so many variables on how and why to run this, this document doesn’t cover them all.
This is how you get to the report:

From the 000 entity, click on the Food Service tab

From the Food Service module, click on Reports

From the Reports menu, click on Purchase Transactions Log Report

Give the report a descriptive name based on what you’re running it for, and select the sort order for

which you want to run the report

o Note: this is typically run by Date to get a chronological listing of district-wide purchase
transactions, or by User, which gives a chronological listing of purchases sorted by cashier

5. Set the Purchase Date Range for the day/s you want to report on

6. Click on Save and Print

PwNPE

EVERYTHING FOOD SERVICE

PAGE 172 OF 27
BK:VR 07/27/2017 G OF 273



(41b) Payment Transaction Log Report

This document is typically for the Food Service director and is used to troubleshoot payments. It’s
typically run by Date, which provides a chronological list of transactions district-wide, or by User, which
provides a chronological list of transactions recorded by a particular cashier

The report shows the customer name, date of payment, payment details, who rang up the transaction
and how it was entered (example: POS)

You can be selective on a date/date range or individual cafeterias. You can also choose to view
either/or/both Added transactions, as well as Edited transactions

Because there are so many variables on how and why to run this, this document doesn’t cover them all.
This is how you get to the report:

From the 000 entity, click on the Food Service tab

From the Food Service module, click on Reports

From the Reports menu, click on Purchase Transactions Log Report

Give the report a descriptive name based on what you’re running it for, and select the sort order for

which you want to run the report

e Note: this is typically run by Date to get a chronological listing of district-wide payment
transactions, or by User, which gives a chronological listing of payments sorted by cashier

5. Set the Purchase Date Range for the day/s you want to report on

6. Click on Save and Print

PwNPE
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(42) Reports by Payor, Customer, School

This report would be run by the Food Service director in districts/situations where payments are
recorded for all customers on one register, but need to be reported separately. Examples of when you
would use this:

e A cashier was logged into the HS register and rang purchases and payments up for elementary
students. The (19) Change Customer Purchase Cafeteria utility was run to move purchases to
the correct register, but payments cannot be moved. Most reports are going to report all
payments at the HS (in this example), but you could run this report to see a breakdown of
payments by the students enrolled school

e When a cafeteria serves multiple buildings and all student purchases/payments are rung under
one register. This situation would be the same as the one above. You would still run the (19)
Change Customer Purchase Cafeteria utility, and then run this report to get separate payment
totals

1. From the 000 entity, click on the Food Service tab

2. From the Food Service module, click on Reports

3. From the Reports menu, select Reports by Payor, Customer, School

Note: the instructions below are specific to districts that have to do this on a daily basis — not to correct
mistakes. Adjust the options as needed for your specific situation

I do have a template called XX: Reports by School (where XX is my initials):

4. Highlight the template and click on Edit

5. Change the Date of Payment Low and High dates to the date you need to report on
6. Click on Save and Print

7. Once the report has finished processing, click on View

I do not have a template called XX: Reports by School (where XX is my initials):
Click on the Add button
Give the template a description of XX: Reports by School (where XX is your initials)
Check the box to Share with other users
Set the Date of Payment Low and High dates to the date you want to report on
Check the box for All Cafeteria Codes
In the Payment From section, uncheck everything but Wand Entry
10 In the Sort Order section, check School ID
e Note: if you want to include customer names, check the box for Payor Name. If this isn’t
checked, you'll just see a batched payment amount without a name attached to it
11. In the Print Totals for section, check School ID
e Note: if you selected Payor Name above, do not check Payor Name here
12. In the Print Order Fields, check School ID
e Note: if you selected Payor Name in step 10, check it here as well
13. Click on Save and Print

w.m.\'.msn.h

You'll see all batched payments — 1 for each payment recorded — with a total by building/district at the
bottom
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(43a) Wanding Messages

This document is for the Food Service director and would be used to add messages to a student’s FS
account

In Skyward’s Food Service, a (43a) Wanding Message is a message that pops up every time the student’s
name is brought up in the Point of Sale. Note: the cashier must click on the message in order to continue
on with the purchase, but the system will still let them do something the message said not to do. For
example, if a message pops up with ‘No Charging’, the system will still allow the cashier to let the
student charge

Note: there are 2 other options to (43b) Stop All Purchases or Stop All Ala Carte Purchases. With these
options, the cashier must still acknowledge the message, but the system will not allow them to proceed
with what they were trying to do. For example, if the student has a Stop All Ala Carte Purchases flag set,
nothing will happen if the student attempts to buy a meal. However, if the cashier clicks on an Ala Carte
item, the message will pop up and won’t allow the cashier to serve this student an ala carte item.

Wanding Messages:
Before a Wanding Message can be assigned to a student, it has to be created. Once the message exists,
you can then attach it to a student

To create the message:

1. Click on the Food Service tab

2. Inthe Food Service module, click on Setup/Codes/Wanding Messages

e Note: If the message already exits, you just need to attach it to the student
Click on Add

Enter a Wanding Message Code

Enter a Short Description

Enter a Message

oukWw

Wanding Message Maintenance

Wanding Message Codes
* Wanding Message
o
* Short Description: |Milk Allerg

* Message: |Milk Allergy

7. Click on Save
8. Repeat for any additional messages

To attach the message to a student:

Click on the Food Service tab

In the Payor/Customer module, click on Customers
Find the student the message should be attached to
On the right-hand side, click on Edit

Click on the Wanding Message(s) #1 link

vk wn e
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6. Highlight the appropriate message and click on Select
7. Click on Save
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(43b) Stop All Purchases or All Ala Carte Purchases

This document is for whoever would put a notice on a student’s account when a parent indicates the
student should not be purchasing anything at all, or should not be purchasing any ala Carte items

Explanation: in Food Service, there are 2 different ways to put an ‘alert’ on a student’s account. One is
to use a (43a) Wanding Message. With a Wanding Message, the message appears every single time the
student comes up in the POS, regardless of what they’re trying to do. For example, if they have a ‘No
Charging’ Wanding Message associated with them, as soon as the student’s name comes up in the POS a
No Charging message will appear, even if he’s not trying to charge. The cashier must acknowledge the
message, but the system will still allow them to do what the message said not to do.

Note: There are also the options to Stop All Purchases or to Stop Ala Carte Purchases (covered here). If
either of these options is set, the message only appears if one of these things occurs, and although the
cashier must acknowledge the message, the system will not let them continue on with the purchase

To add a Stop Purchase flag to a student:

1. Click on the Food Service tab

2. Inthe Payor/Customer module, click on Customers
3. Find the student the message should be attached to
4. On the right-hand side, click on Edit

There are 2 different options here. It’s very important you select the right option, or you could have
unintended results:

Stop ALL Purchases: when this option is set to Stop, the student will not be allowed to buy ANYTHING in
the POS

Stop All Purchases: | Do Notf Stop -
L

ily Stop
Permanently Stop

Note: there doesn’t seem to be any difference in Temporarily Stop or Permanently Stop. In either case,
you have to go in here and manually change them if the parent changes their mind

Stop Ala Carte Purchases: when this option is set to Stop, the student will not be allowed to buy any
ALA CARTE items. If Stop All Purchases is set, this one does not also need to be set

1
Stop Ala Carte Purchases:l D¢ Mot Stop d
I
. porarily Stop
‘Permanently Stop

Note: there doesn’t seem to be any difference in Temporarily Stop or Permanently Stop. In either case,
you have to go in here and manually change them if the parent changes their mind

5. Select the appropriate option from the dropdown box
6. Click on Save
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(43c) Customer Wanding Messages Report

This document is typically for the Food Service director and would be run to obtain a list of all customers
that have Wanding Messages on their Food Service Accounts

1. From the 000 entity, click on the Food Service tab
2. From the Food Service module, click on Reports
3. Inthe Reports menu, click on Customer Wanding Messages Report

| do see a template called XX: All Wanding Messages, where XX is my initials:
4. Highlight the template and click on Print

| do not see a template called XX: All Wanding Messages, where XX is my initials:

Click on the Add button

Give the template a description of XX: All Wanding Messages, where XX is your initials
For Status, you can choose to see only Active customers or Both active and inactive
Click on the link for Select Wanding Messages

Check all options except the (blank) option

. Click on Save

10. Click on Save and Print

©®NO YA

EVERYTHING FOOD SERVICE

PAGE 178 OF 27
BK:VR 07/27/2017 GE 178 OF 273



(44a) Sales Activity — Cashiers

This document is for cashiers and is used to record the amount of money you have in your cash drawer
at the end of the day. You will then run the report to see if you are over/under/balanced

You will create this report one time. After you create it, you will edit it daily to change the date. The
report cannot be created the first time until you actually have a Deposit Amount to enter. Therefore, it
cannot be created ahead of time

1. From the individual buildings, click on the Food Service tab
2. Under the Food Service module, click on Reports
3. Click on Sales Activity Report

I do have a report template called XX: Sales Activity (where XX is my initials)

The first time you run this, you need to create the report:

Highlight the template and click on Edit

Select the Payment Date you wish to report on

In the Deposit Amount field, enter the amount in your cash drawer minus your beginning balance
Set Report Type to Summary

Enter in your REGISTER for your Cafeteria

. Click on Create

10. When prompted if you're sure, click on Yes

11. Click on Save and Print

©ooNo U

I do not have a report template called XX: Sales Activity (where XX is my initials)

Click on Add

Give the template a description of XX: Sales Activity (where XX is your initials)

Select the Payment Date you wish to report on

In the Deposit Amount field, enter the amount in your cash drawer minus your beginning balance
Set Report Type to Summary

. Enter in your REGISTER for your Cafeteria

10. Click on Create

11. When prompted if you’re sure, click on Yes

12. Click on Save and Print

©ooNo U
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Sales Activity Report

Tympd vy

1A )

Create |

* Template Description: |BK. - Sales Activity Report

W Share this termplate with other users in entity 000

I” Print Greenbar

Fepor o)

Deposit Arnournt:

Paymient Date: [04/20/2015 ||| Monday

4510

Report Type: | Sunmary 'I

¥ 4l Ttem Types

]
* Cafetela: MHL 7 JHS Reg 1

Exclude A_djustment Payments
I™ Exclude Refunds

ttem Types

Back |

Save

Save and
Print

Super ‘
User

Note: if your drawer is off and you recount, then discover you entered an incorrect amount the first

time:
[ ]

45.10, followed by 4.51

Sample Report:

Re-enter a negative amount for what you already entered. This zeroes the report out. For
example, if | mistakenly entered 45.10, but it was really 4.51, | would first want to enter -

1farptsa.p 08-2
05.14.02.00.00

CASHIER HAME

ALTEAKEY

Kimball, Barb

EKTHEAEAROOD 1

REF CAFE

ERE

DEROSIT ANT

14.00

East China School District TRAINING 06/13/14
Pood Bervice Sales Activity Report for 05/02/14

JTEM TYPE LUNCH COOE/ITEM QURNTITY SALZSS KHT TENDERED AWT DAYMENT AMT

lararta WJ -Milk/Juice 10 5.00 .00 2.00
ER -ESpacks 18 £.40 640 E.40
S0P -Super & 5.00 1.35 1.25
&ITEM TYPE TOTAL®# 3o 1£.40 J.ES 9.E5

Breakfast DOC 110 o.o0 0. 00 0.oo0
Frea 20 o.00 0.0 0.oo0
F5 & 1.26 0.0 0.oo0
Paid 14 1T.50 o.00 0.oo
Baducad 12 3.0 o.00 0.oo
**ITEM TYPFE TOTAL** 160 22.35 0.0 0.oo0

Lunch oc 153 .00 .00 0.0o0
Froa il o.o0 o.00 0.oo
FS El o.0o0 0.0 0.oo0
Paid 53 0&. &5 117.30 117.30
Eeducad 27 10.&80 B.50 B.50
Etaff E .75 .00 0.0o0
**ITEM TYPE TOTAL®* 7o 129.20 125.80 135.80
= *CAFETERIA TOTAL®* 460 GT.95 135.45 135.
"aeSCRAND TOTAL®®®® 135.45
**DEFICIT DEPOBIT™* 121.

srrrrrrsrvssrraseantrrsr End OFf TEOOTE *Trrsssssssrssssrsrrrsss

Fage:1
11:34 AM
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(44b) Master Sales Activity Report

This document is for Food Service directors and covers how to run a master report to see if the cashier’s
cash drawers are under/over/balanced. It would only be used in districts where the cashiers reconcile
their cash drawers — whether they do it between meals or just after lunch

Important Note: do not use this report for anything other than to see if cash drawers are balanced or
not. Do not use it for any purchase/payment transactions, as what you see here may not be right. For
example: you have auto serve turned on and breakfast is automatically served to a student. Even if the
cashier takes it off (even before saving it), this report will still show that breakfast was served. It does
not show that it was removed

1. From the 000 entity, click on the Food Service tab
2. From within the Food Service module, click on Reports
3. Click on the Sales Activity Report

I do have a template called XX: Master Sales Activity (where XX is my initials):

4. Highlight XX: Master Sales Activity and click on Edit
5. Click on OK to the Super User message
6. Enter the FS Password and click on Save

e The password is the FS director’s first initial and last name — up to only 8 characters. Example:
jhumphre
o The passwords were set up using the FS director’s name at the time the district was converted
to Skyward. If you have a new director and want the password changed, call the RESA SIS help
desk to have it reset using the new directors name
7. Setthe Payment Date range you wish to report on
8. Click on Save and Print

I do not have a template called XX: Master Sales Activity (where XX is my initials):

Click on Add

Give the template a description of XX: Master Sales Activity (where XX is your initials)
Click on the Super User button

Enter the FS Password and click on Save

Set the Payment Date range you wish to report on

From the Report Type dropdown menu, select Summary

10 Uncheck the box to Report on cafeterias with deposit record only

11. Check the box to Print Deposit Summary by Date, Entity

12. Click on Save and Print

wpo,\'.msn.»

You can see whether or not individual lines are balanced, or you can look at the last page of the report
to get a line summary:

DATE  ENTITY TOTAL DEPOSIT PLUS /DEFICTIT
10/01/2015 211 225.70 0.00
10/01/2015 480 461.75 0.00
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Sample Report:

1fasrptsi.p 08-2 East China Echool District TRATHING o8/13 /14
05.14.0Z2.00.00 Food EBervice Sales Activity Report for 05/02/14
CASHIER NRME ALTEAKEY REF CAFE | DEPOEIT aNT JTEM TYPE LINCH CODE/ITEM URNTITY SALEE RMT TENDERED AMT PAYMENT AMT
Eimnall, Barb KIMEAEARDOD 1  ERE 14.00
lacarta MJ -Milk/duice io 5.00 2.00 2.00
SN -Smacks 16 £.40 6.40 E.40
SOP -Supar 1 £.00 1.35 1.25
**ITEM TYPE TOTAL®* a0 1£.40 9,65 .65
Breakfast DC 110 o.o0 [ ] 0.00
Froa 20 0.00 0.00 0.00
FE 1 1.28 0.00 0.00
Paia 14 17.50 0.00 0.00
Raducad 12 3.60 0.00 0.00
**ITEM TYPE TOTAL** 1E0 22,35 0.00 0.00
Lunch oc 153 0.00 0.00 0.00
Froa b 0.00 0.00 0.00
F5 1 0.00 0.00 0.00
Paid 53 02. €5 117.30 117.30
Raducad 27 10.80 B.50 B.E0
Starf El 9.75 0.00 0.00
**ITEM TYPE TOTAL®* 270 29,20 125.80 13580
= sCAFETERIA TOTAL®* 4E0 £7. 55 135. 45 135.45
= %%8CRANT) TOTALS S 135,
*SOEFICTT DEPOEITS* 121.
dkkkdddbdddbd kA bddhbidwd BN of report *révddddddrdddddddbddadda

Page:1
11:34 KM

In this example, only Barb recorded a deposit, and it shows that cafeteria BRE was short by $121.45. This

is likely because Barb recorded the wrong amount or there were 2 cashiers on that line (breakfast and
lunch) and only one of them recorded their deposit amount
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(45a) Visitor Account in Skyward’s Food Service

Skyward’s Food Service does not allow for anonymous cash sales. Every transaction must be rung up
under someone’s account. For customers that may not have a Food Service account, and would not
have one created (a parent, for example), you can use the Visitor Account created in Food Service to
record sales for these customers

A ‘Visitor’ account has been created in most (if not all) Food Service districts, which is used to record
purchases for anyone that doesn’t have an account in Food Service. This Visitor account can only be
used when the customer is paying for what they’re purchasing — it cannot be charged against. If the
customer wants to maintain a Food Service account, but you cannot find them in the POS, provide the
person in your district that’s responsible for assigning Skyward permissions this document: (45b)
Creating Food Service Staff-Adult Customers

Note: a separate Visitor account exists/should be created for each building in your district

You can bring up the visitor account by typing visit in the text box on the POS screen:

Customer isit | Keyboard

Or by clicking on the Customer button and searching on visitor:

Customer Selection
Views: [ General ¥ | Filters:| *A11 Custemer Records r
. ) Price =
Last Name a First Middle S Cat P
L[> vstor Roodsavee | [asec
M 1AL Cilichk Diakricia blou 1 'l o

Prior to serving anything to the Visitor, make sure the starting Payor Balance is $0.00, and that the
ending balance is also $0.00:

Lunch Activity for 09/04/201

Payor Balance: 0.00
Description ity
--No Current Purchases--

Note: if auto-serve is turned on, you’ll see a negative Payor Balance for the price of the auto-served
item. In this example, you can see that their balance is $3.50, but that’s because they were served a
$3.50 lunch
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Lunch Activity for 09/04/2015
Payor Balance: -3.50

Drescription Oty Amount

--Current Purchases-- -

Lunch 1 3.58
Current Total: 1

--NMo Previous Purchases--

. _________________________________________________________________________________________________|
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(45b) Creating Food Service Staff/Adult Customers

This documentation is for whoever creates Skyward Faculty accounts in your district and covers what to
do if an adult wants to maintain a FS account but isn’t found in the POS system

Background: anytime a student is enrolled, a Food Service customer record will automatically be created
for him/her, with a Lunch Code of Paid, and a Price Category for where they’re enrolled. Example:
Elementary or Secondary. Faculty, however, is not automatically created, and a Food Service utility
needs to be run in order to pull them into Food Service Customers.

While it is possible to create a ‘Customer’ in Food Service/Customers, the account you create is always
considered an Adult account, but is given a Lunch Code of P, which is a Student Lunch Code. Applications
have to be created to correct this, which result in error messages in certain reports. The end result is
that there are very few scenarios where you would create an account in Food Service. The better way
to go about this is to create a Faculty account and then run the utility to create the Faculty record as a
Food Service Customer.

When you would do this: when a faculty member wants to maintain a Food Service account but they
don’t currently have a staff record in Skyward. Examples of who this might apply to are Custodians and
Para-Pros

To create the Staff record (done by the person in your district that creates Faculty accounts):

1. In Skyward’s Student Management module, click on the Staff tab

2. If needed, switch to the entity where the staff member will be eating. If they might be at
different buildings, select any one of them but 000. Whichever one you add is where the person
will be reported for Food Service

3. Within the Staff module, click on Staff

4. Click on the Add button

5. Type in part of the person’s first name and last name. You don’t want to type either name in its
entirety, as they might already exist with a slightly different spelling. For example, if you're
searching for Matthew VanConant, it's possible that this person already exists as Matt Van
Conant. If you were to type in your entire search criteria, it wouldn’t find him. Typing Van for a
last name, and Mat for a first, will produce anyone whose first name starts with Mat and whose
last name starts with Van

6. Once the name has been entered, click on the button for Click Here When Full Name is Entered

Name not found in the Matching Names field:

7.1 Click on the button to Add Entered Name to Staff

7.2 Staff Address information is optional. Enter whatever information you have and click on Continue
Add

7.3 General Information is all optional. However, | would recommend at least entering a Gender, Race
and Email address

7.4 Click on Continue Add

7.5 The Staff Information screen may or may not be optional. If you click on Continue and didn’t enter
something it needs, it will prompt you to enter it

7.6 Click on Save
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7.7 Skip to step 8

Name found in the Matching Names field, but option to click on Select Name And Add to Current
Entity As Staff button is grayed out:

7.8 The staff member already has a faculty record in the entity you’re trying to add them to

7.9 Skip to step 8

Name is found in the Matching Names field:
7.10 With the name highlighted, scroll to the far right, until you see the header for Name Types
7.11If, under Name Types, you see ‘Student’ associated with this record, do not use it. Instead, follow
the process above where name is not found in matching field names

% Name Types MName Types
m = okay to use FOOD SERV CUST, FOOD SERV PAYORJSTUDENT = do not use

7.12 Click on Select Name and Add to Current Entity as Staff
7.13 Click on Save
7.14 Skip to step 8

8. Once the faculty account exists, you can switch to the 000 entity and add additional building access.
This is done by clicking the dropdown menu next to the person’s name and expanding the Entity
section. Here you can click on Add Staff Entity and add any additional building access s/he might
need. This is also where you can set other access to Inactive. For example, they no longer need
access to building 400. You can click on Edit and change the Current/Next Year Status to Inactive

Now that the faculty account exits, you’ll run a utility in Food Service to make them a Food Service
Customer:
1. Within Student Management, click on the Food Service tab
2. Within the Food Service module, click on Setup/Utilities
3. Under the Mass Create Utilities section, click on Create Customers
4. If you don’t already have your own template there with this name, click on Add to create one
with this name:
XX - Create Staff FS records (where XX is your initials)
5. Create your template with these settings:
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Entity Range

Entity Low: | | High:!ééég ]

Student Ranges [ Mass Create Student Customers

Staff Ranges M Mass Create Staff Customers

Staff Key Low: | High: | |
IStatus: hetive d I

¥ Include Discipline Officer M Include Teachers
¥ Include Substitutes ¥ Include Staff Unassigned to Buildings

' &l Buildings
I * Lunch Code: |S |' |Staf‘f | |
Iuse Food Service Entity Defaults

6. Click on Save and Run

Once the Request has been Completed, click on View Report

8. Look through the various pages to make sure the account you just created is listed. Each
building has its own page, so you might have to scroll through a few to find yours

~
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(46) Price Category Audit

This report/utility is for the Food Service Director and should be run on occasion to see if all students
have the correct Price Category for their particular building/grade level. It should especially be run at the
end of September, after building/grade level changes have been finalized for the school year

Explanation: when a student is enrolled in a building/grade level, they are given a default Price Category
based on what building/grade level they’re initially enrolled in. If the student moves to another building
that has a different Price Category (for example: was going to be in 6 grade but is now being retained
in 5™ grade), their Price Category doesn’t automatically get updated. The enrollment secretary will need
to know to change the Price Category where applicable, otherwise the student won’t be charged the
correct amount in the cafeteria. In some districts, there are multiple Price Categories in a single building,
so, if a student is switched from a grade level that has one price category, into another grade that has a
different price category, it isn’t automatically changed. This report will show if there are any issues
based on grade level and price category, and the utility can be run to update any existing transactions

Note: when the RESA runs the year end rollover process, a utility is run to update all student price
categories. However, after this takes place, the FS Director should periodically be running the below
documented utility to correct any issues where students moved but didn’t get the appropriate category.

To run the report/utility:

1. From the 000 entity, click on the Food Service tab

2. From the Food Service module, click on Setup/Utilities
3. From the Utilities menu, click on Price Category Audit

| do have a template called XX: Update Price Category, where XX is my initials

4. Highlight the template and click on Process
e [fthere are records to be corrected, continue to step 5. Otherwise, you’ll get a message that no

records were found and you can click on Back

5. Once the process has finished, click on Preview Data to Process

6. YoU'll see a list of students that have an incorrect Price Category based on the building and/or grade
they’re enrolled in. It will show what their current PC is, as well as what it will be changed to. If any
students should not be changed, highlight his/her name and click on Remove Record. When
prompted if you’re sure, click on Yes

7. For the remaining students, you’ll want to look at the Default Café associated with them, as this
may also be incorrect for the building they’re enrolled in. If you’re not sure what the Default Café
should be, refer to (02) District Codes and Utilities for your district. If there are students with
incorrect cafeterias, click on the Report button and print the list to address in later steps. Close the
report

8. Click on Back

9. Click on Run the Update

10. Click on OK

11. Once the utility has finished processing, click on Back — you don’t need to view the report

If there were students that had the wrong Cafeteria, refer to (17) Changing Default Cafeterias
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I do not have a report called XX: Update Price Category, where XX is my initials

Click on the Add button

Give the template a description of XX: Update Price Category (where XX is your initials)

The Student Status should be Active

Check the box to Update Current Transaction

Click on Save and Process

e If there are records to be corrected, continue to step 5. Otherwise, you'll get a message that no
records were found and you can click on Back

9. Once the process has finished, click on Preview Data to Process

10. You'll see a list of students that have an incorrect Price Category based on the building and/or grade
they’re enrolled in. It will show what their current PC s, as well as what it will be changed to. If any
students should not be changed, highlight his/her name and click on Remove Record. When
prompted if you’re sure, click on Yes

11. For the remaining students, you’ll want to look at the Default Café associated with them, as this
may also be incorrect for the building they’re enrolled in. If you’re not sure what the Default Café
should be, refer to (02) District Codes and Utilities for your district. If there are students with
incorrect cafeterias, click on the Report button and print the list to address in later steps. Close the
report

12. Click on Back

13. Click on Run the Update

14. Click on OK

15. Once the utility has finished processing, click on Back — you don’t need to view the report

O NV~

If there were students that had the wrong Cafeteria, refer to (17) Changing Default Cafeterias
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(47) Daily Income, Sales and Deposit Report

This document is for the Food Service director and can be used to get a summary of purchases and
payments by building and by date

Note: in this report, all ala carte purchases are listed under the student column. This report does not
break down ala carte sales for students versus staff

Note: you can also get this information from the RESA FS (34b) Daily and/or (34a) Monthly Summary
Reports, which does break ala carte sales down by students and staff

1. From the 000 entity, click on the Food Service tab
2. From within the Food Service module, click on Reports
3. Click on the Sales Activity Report

I do have a template called XX: Daily Summary (where XX is my initials):

4. Highlight the template and click on Edit

5. Change the Report Month to the correct month

6. For the Report Year, make sure it’s the current year
7. Click on Save and Print

| do not have a template called XX: Daily Summary (where XX is my initials)
Click on the Add button

Give the template a description of XX: Daily Summary (where XX is your initials)
Check the box to Share with other users

Set the Report Month to the month you want to report n

If necessary, change the Report Year to the appropriate year

Click on Save and Print

L N U

Sample Report:

STUDENT ACCOUNTS ADULT ACCOUNTS Non- Computed Computed
Day of Web Web Reimb Misc Bank Total
Month — Receipts Receipts  Reimbursable A la Carte Refunds Receipts Receipts  Sales/Charge  Refunds Cash Sales Sales Deposits Receipts
(B} (B) (c) (D) (E} (F) (@) (H) (1) i) (K} (L) ()

B 8.50 10.00 29.50 2.00 0.00 10.00 0.00 7.40 0.00 0.00 0.00 1B.50
L] 616.25 0.00 39.65 1.20 0.00 20.00 0.00 T.40 0.00 0.00 0.00 636.25
10 177.00 0.00 47.70 o.00 0.00 27.485 0.00 T.40 0.00 0.00 o0.00 204 .95
11 €3.00 20.00 55.20 0.80 0.00 40.00 0.00 11.50 0.00 0.00 0.00 103.00

28.50
636.25
204 .95
123.00
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(48) Daily Charge/Credit Report

This document is typically for the Food Service director and provides instruction on how to view
Payments and Purchases, along with whether the customer’s account was debited or credited.

Note: The report can be run with customer detail, or with totals only. You can also run it for individual

cafeterias

Sample Report with Detail:

NAME PAYMENTS PURCHASES CHARGES CREDIT
, Danielle R. 0.00 2.50 -2.50
ouan, Dawvid L. 0.00 2.75 -2.75
Wyatt J. 0.00 2.50 -2.50
Payton C. 0.00 2.50 -2.50
Alexander T. 0.00 0.40 -0.40
ir Lopez, Diego 0.00 0.40 -0.40
vy, Jimena M. 0.00 0.40 -0.40
ider, Andrew J. 20.00 2.75 17.25
1der, Wade M. 0.00 0.40 -0.40
on, Briana A. 40.00 3.50 36.50
Sample Report with Totals only:
DAYMENTS PURCHASES CHARGES CREDIT
*#xwsxsssss TOTAL FOR 09/08/2015 **#*wsss 5,499.25 1,223.90 -603.55 4,878.90

To run the report:

1. From the 000 entity, click on the Food Service tab

2. Inthe Food Service module, click on Reports

3. From the Reports menu, click on Daily Charge/Credit Report

I do have a template called XX: Daily Charges/ Credits (where XX is my initials):

E

Highlight the appropriate template and click on Edit

5. Change the Date of Purchases/Payments Low and High Dates to the dates you want to report on
6. From Report Type, select whether you want to see Totals or Details

7. Click on Save and Print

I do not have a template called XX: Daily Charges/Credits (where XX is my initials):

4. Click on the Add button

5. Give the template a Description of XX: Daily Charges/Credits (where XX is your initials)
o Note: if you want to run the reports separately for each building, including the building

code/name in your description
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Check the box to Share with others
Set the Date of Purchases/Payments Low and High Dates to the dates you want to report on
From Report Type, select whether you want to see Totals or Details
If you're going to run the report by individual cafeterias, uncheck the All Cafeteria Codes checkbox.
Otherwise, skip to step 13
10. Click on the Cafeteria button
11. Select the individual cafeterias you want to report on
e Note: if you have multiple lines in a building, you can choose individual lines or all lines in the
building
12. Click on Save
13. Click on Save and Print

XN
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(49) Daily Activity Report

The Daily Activity Report provides a summary of all meals/ala Carte items purchased on a selected
day/date range. It provides a lot of duplicate information throughout the report and can be difficult to
read. Furthermore, it does not break down ala Carte purchases by customer type. All ala Carte sales are
lumped together, so you can’t tell if it’s an adult or student free/reduced/paid purchase

Unless you use the Daily Activity Report for a specific purpose, you might want to run (34b) RESA FS
Daily Summary in place of the Daily Activity Report. It provides only the summary information you need
and includes payment information as well
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(50a) FS Alerts-Batch Updates — FS Director

This document is for Food Service directors and covers the FS Alert at the top of their screen and what it
does

FS Alert FS Alert

Explanation: when students make purchases and/or payments, this information will appear immediately
in his/her account. However, the information won’t appear on certain reports, or in Family Access, until
utilities are run to update them. You will always want to make sure these updates are run before
sending notices out. They are automated to run at a designated time every day. You will also have the
ability to run the utilities manually whenever needed

If you see the alert at the top of your screen, it means that there are Purchases and/or Payments in a
batch, or unfinished’ state. If you wait, the utilities will automatically run and ‘finalize’ the transactions
at your setup time. If you need to manually run them:

If you’re in the POS and exit it, you’ll get the following prompt. You can choose to update now or wait
until later if you’re not yet done with the meal

Furchases are present that have not heen updated! Do you wish to
update hatch purchase activity at this time?

es J Mo

If you click on this prompt, you'll get the following

Food Service Alert

Batch Purchases and Payments exist.

Go Ta Ltiltizs Cancel

Saying Yes to the above prompt, or clicking on Go To Utilities both take you to this screen:

Al |- Utilities ¥

Bl Utiities - UT
[ Batch Update of Payments - BU
“} Batch Update of Purchases - PU
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Note: these utilities should be run from the 000 Entity
To update Payments:

1. Click on Batch Update of Payments

2. Select your Update Payments template

3. Clickon Run

4. Onthe Request Complete screen, click on Back

To update Purchases:
1. Click on Batch Update of Purchases
2. Select your Update Purchases template
3. Click on Run
4. On the Request Complete screen, click on Back

You can also click on the FS Alert link, which will also take you to the Update Utilities
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(50b) FS Alerts- 411

This document is for anyone wondering why they sometimes see a red FS Alert link at the top of their
Skyward screen:

FS Alert

Note: you will only see this Alert if you have permissions to run the utilities to update
payments/purchases, or if you have system-wide access

Explanation: when students make purchases and/or payments, this information will appear immediately
in his/her account. However, the information won’t appear on certain reports, or in Family Access, until
utilities are run to update them. You will always want to make sure these updates are run before
sending notices out. Each district has these utilities automated to run at various times throughout the
day. Food Service directors (or anyone else with permissions to do so) can also manually run them as
needed. If a parent were to call and ask why they can’t see their student’s transactions for that day, it
may be because the utilities have not yet been run.
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(51a) Student Barcode Labels for Food Service

This document is for anyone that needs to print student barcodes by teacher for the cafeteria. This
report is used to print a list of students by homeroom teacher and is used primarily in the elementary
cafeteria line, where students come down by teacher

There are separate instructions in this document depending on whether the Food Service director prints
these or if they’re printed by someone at the individual buildings, such as cashiers or office staff

Note: in order to be able to print barcodes by teacher, a number of things must be in place. Homerooms
have to be set up, room numbers assigned, teachers assigned to the room numbers, room numbers
assigned to courses, and an automated utility runs to assign students to the appropriate homeroom. If
any of these pieces changes and all other areas aren’t updated, the process may no longer work and you
may not see all the students list for the correct teacher. If not, refer to (59b) Homeroom Information
Office Staff Needs to Know or (59a) Setting up Homerooms for Food Service and Destiny

If someone in an individual building is printing these (for example — cashiers or office staff):
1. Click on the Food Service tab at the top of your screen
2. From the Reports menu, near the very bottom, expand Print Bar Codes
e Note: there are two directories in here called Print Bar Codes. If you don’t see the option under
it to Print Customer Barcodes, you're in the wrong one
3. Click on Print Customer Barcodes

| do see the template | want to use to print barcodes:

Note: steps 5- 21 only need to be completed the first time you’re printing these for the new school year

4. Highlight the template and click on Edit

5. Make sure the Student/Staff Status option is set to Active

6. Make sure the option to Print Teacher, Room Number & Grade is checked

7. Make sure the option for All Name Types is unchecked

8. Click on the Name Types button

9. Verify that only Students is checked

10. Click on Save

11. Under the Bar Code File Options, Print Report should be set to No

12. From the Customer ID to Use dropdown, Other ID should be selected

13. VERY IMPORTANT! For Increment Bar Code #, this should always be NO. If you change this to Yes
and Print the barcodes, you will be changing every students barcode number in the system and their
cards will no longer work in the cafeteria

14. Under the Form Options section, the File Format option should be set to Barcode Report

15. For Labels Used, Avery 5160 should be selected

16. Click on the Sort button

17. Only Homeroom should be checked

18. Click on OK

19. Click on the Page Break button

20. Only Homeroom should be checked

21. Click on Save
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22. If there are grades in the Grade/Grad Yr Low or High fields, make sure they’re correct for the
students/grades you’re printing the barcodes for
23. Click on Save and Run

| do not see the template | want to use to print barcodes:

4. Click on Add

5. Give the template a Description that will let you know exactly what this template is for, starting with
your initials. Example: BK: 3™ Grade Barcodes

6. If you're printing the barcodes for a particular grade level, enter the range in the Grade/Grad Yr Low
and High fields. Example, if | only want them for 1%t through 3™ grade, the Low would be 01 and the
High would be 03

7. Set Student/Staff Status to Active

8. Check the box to Print Teacher, Room Number & Grade

9. Uncheck the box for All Name Types

10. Click on the Name Types button

11. Check the box for Students and click on Save

12. From the Print Report dropdown menu, select No

13. Click on the Sort button

14. Check the box for Homeroom

15. Click on OK

16. Click on the Page Break button

17. Check the Homeroom checkbox

18. Click on Save

19. Click on Save and Run

If the Food Service director is printing these:
1. From the 000 entity, click on the Food Service tab
2. From the Food Service module, click on Reports
3. From the Reports menu, near the very bottom, expand Print Bar Codes
e Note: there are two directories in here called Print Bar Codes. If you don’t see the option
under it to Print Customer Barcodes, you're in the wrong one
4. Click on Print Customer Barcodes

| do see the templates | want to use to print barcodes:

Note: these steps only need to be completed the first time you’re printing these for the new school

year. After the first time you can just highlight the template and click on Run

5. Highlight the first template you’ll be printing and click on Edit

6. Make sure the Template Description is representative of what this template is for, starting with
your initials. Example: BK: Millside Student Barcodes, or BK: 9" Grade Students only

7. If your template description indicates it’s for a particular building, is this what you see in your Entity
Low and High values? If you don’t know the entity numbers of particular buildings, refer to (02)
District Codes and Utilities — your district

8. |If your template has values in the Grade/Grad Yr fields, are they correct for the particular template
you’re running?

9. Check that the following are set correctly:
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10.
11.
12.
13.
14.
15.
16.

Student/Staff Status = Active
Print Label with Sort Parameter Info = Unchecked
Print Teacher, Room Number & Grade = Checked
All Schools = Checked (assuming you are using Entity Low and High values to get only the
building you want)
e All Name Types = Unchecked
o Name Types button — should only include Students
e Print Report = No
e Increment Bar Code # = NO. This is VERY important. If you say Yes to this, you’ll end up
changing everyone’s barcode number and they will no longer work
e File Format = Barcode Report
e Labels Used = Avery 5160 or Compatible
Click on the Sort button
If printing more than one school, check the Entity box first, followed by Homeroom
Click on OK
Click on the Page Break button
Check both Entity and Homeroom
Click on Save
Click on Save and Run

| do not see the templates | want to use to print barcodes:

5.
6.

10.
11.

Click on Add

Give the Template Description a name that is representative of what this template is for, starting

with your initials. Example: BK: Millside Student Barcodes, or BK: 9™ Grade Students only

If your template description indicates it’s for a particular building, enter the entity number in the

Entity Low and High values

e Note: if you don’t know the entity numbers of particular buildings, refer to (02) District’s Codes
and Utilities — your district

If you’re running this for a particular grade level, enter the grade in both the Grade/Grad Yr High and

Low fields

Set the following:

e Student/Staff Status = Active

e  Print Label with Sort Parameter Info = Unchecked

e Print Teacher, Room Number & Grade = Checked

e All Schools = Checked (assuming you are using Entity Low and High values to get only the
building you want)

e All Name Types = Unchecked

e Name Types button — should only include Students

e Print Report = No

e Increment Bar Code # = NO. This is VERY important. If you say Yes to this, you'll end up changing

everyone’s barcode number and they will no longer work
e File Format = Barcode Report
e Labels Used = Avery 5160 or Compatible
Click on the Sort button
If printing more than one school, check the Entity box first, followed by Homeroom
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12. Click on OK

13. Click on the Page Break button
14. Check both Entity and Homeroom
15. Click on Save

16. Click on Save and Run
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(51b) Set Customer Barcode Numbers to Zero

This document is for anyone with system-wide access, or for the Food Service director. It would be used
when student barcodes stop working in the cafeteria line because someone inadvertently changed
student barcodes when running the Barcode Report (51a). This utility will set all barcodes back to the
correct number

Explanation: in the (51a) Student Barcode Report there is an option, when running it, to increment
barcode numbers. Sometimes, when users don’t get the results they’re looking for, they select Yes to
increment barcode numbers thinking this might be their solution. However, selecting this option and
clicking on Run will change all student barcodes, the result being that no one’s barcodes will work in the
cafeteria

ik wnN e

© 0N o

From the 000 entity, click on the Food Service tab

From within the Food Service module, click on Setup/Utilities

From the Utilities menu, click on the Set Customer Barcode Numbers to Zero

Highlight the Skyward template for All Entities, All Customers, All Cafes and click on Process

If barcode numbers were not changed, and that isn’t the cause of your issue, you’ll get a message
that No records were found to process. If this is the case, something else is going on, so call the
RESA for assistance. If there were barcodes that were changed:

Click on Preview Data to Process

This will produce a list of students affected. Just click on the Back button

Click on Run the Update

When prompted if you’re sure, click on OK

10 You don’t need to review the report. If it opens, you can just close it. Otherwise, click on Back
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(52) Viewing Student Contact Information in Skyward Food Service

This document is for the Food Service director and shows how to view student contact information. This
would typically be done to obtain names and phone numbers if the director needed to call the student’s
parent.

Click on the Food Service tab

Under the Payor/Customer Maintenance section, click on Customers
Locate a student whose contact information you wish to see

With the name highlighted, you will see the name is underlined

g » Adkins

5. Click on the underlined name, which will bring up the student’s profile information, which includes
contact information

PwnNPE

Note: if the name is not underlined, you don’t have the permissions you need. Contact the person in
your district responsible for giving Skyward permissions and have them give you the appropriate
permissions
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(53) Item Master

This document is for Food Service directors and shows how to change prices from one year to the next,
create/clone/update/deactivate items in the Item Master, as well as how to add them to the POS

screen:

An explanation of some of the components that are found in the item setup

Important Notes on Creating/Changing Items in the Item Master

What different types of items should look like in the Iltem Master

Cloning existing ala Carte items to create a new ala Carte item (recommended)

Creating a new ala Carte item from scratch

Cloning an existing Breakfast/Lunch item to create a new Breakfast/Lunch item (recommended)
Creating a new Breakfast/Lunch item

Creating items that are reimbursable but only served at one building level. Example: elementary
only

Adding Items to the POS Screen

Changing prices from one year to the next

Deactiving/deleting items that are no longer used

An explanation of some of the components that are found in the item setup:
When you create a new item, it’s important to know which options to check, based on the type of item
you're creating

V¥ Government Funded
V¥ Use Lunch Code
¥ Use Frice Category

e Government Funded: only check this if you're creating a reimbursable meal item

o Use Lunch Code: only check this if you need to be able to report on this item based on whether a
free/reduced/paid student or an adult purchased the item. If you're creating a reimbursable meal,
you’ll want this option checked. The only time | can think of that you wouldn’t use this is if it’s an ala
carte item. When you check it, it’s going to create the item with a separate line for D, F, G, H, O, P, R,

S,V

e Use Price Category: check this if students at the elementary level pay a different rate than at the
secondary level. When you check this, it’s going to create the item with a separate line for Ele D, G,
H, O,P,R,SecD, G, H, O, P,RandaSandV lunch code. If you don’t need to be able to differentiate
between elementary vs secondary purchases, or if it’s only offered at one level, don’t check this box

Important Notes on Creating/Changing Items in the Item Master

VERY IMPORTANT: any time you’ve added/changed items in the Iltem Master, you’ll want to go into the
FS POS to see if it loads. If you did anything wrong in the Item Master that the system doesn’t like, you’ll
get an error and won’t be able to open the POS. This is not something you want to discover when
cashiers are trying to log in for breakfast.....
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Note: you can’t complete the process of creating a new item in the Item Master if the FS Alert link is at
the top of your screen. Therefore, you should not attempt to make changes whenever meals are in
progress. Wait until after breakfast or lunch is done, run the update utilities, and then add the item.

What different types of items should look like in the Item Master
What an ala Carte item should look like when everyone pays the same price for it:

* ftem Detail  ~dd tem Detail

Lunch Price Gou't Price First Second Report Report
Code Category Funded? Limit Effective Expense Price Price Group Group 2
P Edit AcddPrice Delete no 0 0101 A500 0.00 0vs .00 ALA
What an item should look like if you need to report on whether a free/reduced/paid student or adult
purchased the item, but it doesn’t matter if they’re at the elementary or secondary level: Price
Category is not selected in this option
w Item Detail  Acdd tem Detai
Lunch Price Gow't Price First Second Report Report
Code Category Funded? Limit Effective Expense Price Price Group Group 2
b Edit AddPrice Delete o yes 1 0101 /1900 0.0 .00 0.00 B 28
b Edit AddPrice Delete F ez 1 0101 11900 0.00 .00 0.00 B 2B
F Edit AdddPrice Delste F = 1 01701 /1800 0.00 .00 0.00 B 2B
b Edit Add Price Delete H YEE 1 0701 M 900 0.0o i} 0,00 B 28
b Edit Add Price Delete o} yes 1 070 M 900 0.0 .00 0,00 B 2B
b Edit AddPrice Delete P yes 1 01,01 1900 .00 .00 0.00 B 28
b Edit AddPrice Delete R yes 1 01,01 /1900 .00 000 0.00 B 28
b Edit AddPrice Delete = na ] 0101 1800 0.00 .00 0.00 AL
b Edit Add Price Delete k4 no 0 0701 M 900 0.00 .00 0,00 AH

What an item should look like if students are charged a different rate based on lunch code, AND based

on whether they’re elementary or secondary: both Lunch Code and Use Price Category were selected

here
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Lunch Price Gov't Price First Second Report Report
Code Category Funded? Limit Effective Expense Price Price Group Group 2
b Ecit AddPrice Delete s i 0 080712014 0.00 3.00 0.00 AL
b Edit AddPrice Delete W na 0 030712014 0.00 3.00 0.00 AL
b Edit AddPrice Delete o] ELE yes 1 090352015 304 0.00 210 L 2L
b Edit AddPrice Delete F ELE yes 1 0910352015 304 0.00 210 L 2L
b Edit AddPrice Delete e ELE yes 1 0910352015 304 0.00 210 L 2L
b Edit AddPrice Delete H ELE yes 1 0910352015 304 0.00 210 L 2L
b Edit AddPrice Delete ol ELE yes 1 0940352015 3.04 0.00 240 L 2L
b Edit AddPrice Delete P ELE yes 1 0940352015 034 210 240 L 2L
b Edit AddPrice Delete F ELE yes 1 0940352015 264 0.40 210 L 2L
»  Edit AddPrice Delete D SEC yes 1 09/0352015 3.04 0.00 2325 L 2L
b Edit AddPrice Delete F SEC yes 1 090352015 3.04 0.00 2325 L 2L
b Edit AddPrice Delete G SEC yes 1 090352015 3.04 0.00 2325 L 2
b Edit AddPrice Delete H SEC yes 1 090352015 3.04 0.00 2325 L 2L
b Edit AddPrice Delete o SEC yes 1 090352015 3.04 0.00 2325 L 2L
b Edit AddPrice Delete P SEC yes 1 090312015 0.34 225 225 L aL
.
What an item should look like if you need to report based on Secondary vs. Elementary, but it doesn’t
matter what the student lunch code is: if you use this option, any adult that has an Elementary price
category would pay 1.00, whereas any adult with a Secondary price category would pay 1.25. | can’t
really think of an example of why you would use this option...
w Item Detail  2dd tem Detai
Lunch Price Gou't Price First Second Report Report
Code Category Funded? Limit Effective Expense Price Price Group Group 2
B Ecit AddPrice Delete ELE no 0 01014900 0.00 1.00 0.00 aLA,
b Edit AddPrice Delete SEC no o 01401 #1800 0.00 125 0.00 ALA,

To add an ala Carte item:

Typically, for an ala Carte item, every consumer pays the same amount for the item - regardless of
whether they’re a student or an adult, or if they’re free or reduced, or if they’re at the elementary or
secondary level. When you create a new ala Carte item you can either Clone an exisiting ala Carte item

or you can create one from scratch. When you Clone it, it saves you the step of having to add the Report

Group

Cloning an existing ala Carte item:

1.

2.
3.
4
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Click on the Food Service tab

In the Purchases module, click on Item Master
Highlight an existing ala Carte item
On the right-hand side of the screen, click on the Clone button

Note: if you don’t have the Clone button, contact the person in your district responsbile for
giving permissions. Tell them you need the following changed in the FS Director security
group: Product Setup>Skyward Contact Access>Security Groups>Web Student

Management>000>FS Director>Edit Security Levels>Select Menu Path>Food

Service/Purchases/Item Master: needs 5/5 access
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5. The top of the screen provides information on the item you’re clonging from. Don’t change anything

here. In the Item to Be Created section, enter an Item code, Short Description and Long
Description. Use the item you're cloning (at the top) to get an idea of what to enter in these fields
e Note: the Short Description is what will display on the button in the POS

Item To Clone

Item To Be Created

* Itern: | BWT ¥ B0z Water |50
Short Description: Soz Water .50
[tern Type! &la Tarte
I Government Funded
™ Use Lunch Code
I™ Use Price Category
I™ Discontinued Item

* Ttem:

Shiort Description: Baked Chips |
Long Description: |Baked Chips |

™~

Click on Save
Expand the new item and expand the Item Detail section
If the First Price needs to be changed (because it used the price from your cloned item), click on Add

Price

w* hem Detail  Add tem Detail

Lunch Price Gow't Price First

Code Category Funded? Limit Effective Expense Drice

k Editl Add Price | Delete no 0 030552014 Q.00 0.50

In this example, my new item actually costs $.75...

9.

10.
11.
12.
13.

14.

If needed, change the Effective Date to the date you want this price to take effect

ChangePrice 1 to .75 (in this example)

Click on Run

Repeat for any remaining ala Carte items you need to add

Once all items have been added, cilck on the Food Service tab and select the POS. As long as you
don’t get an error that there’s a problem with the Item Master, you’re good to go. Just back out of
the POS and proceed to the next step

Once all items have been added, refer to the section in this document on Adding Items to the POS

Screen
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Creating a new ala Carte item:

Click on the Food Service tab

In the Purchases module, click on Item Master

On the right-hand side of the screen, click on the Add button

Give the item an Item Code, Short Description and Long Description
Set the Item Type to ala Carte

Uncheck all checked boxes

ok wNE

ltem Master

* Ttarm:
Short Description: [Baked Chips |
Long Diescription: [Baked Chips |
Item Tﬁ;pe:l Ala Carte j
I Government Funded
I Use Lunch Code
I Use Price Category
I™ Discontinued Item
I allow Selection in Educator Access Plus
POS Display: | Ho Display v

7. Click on Save and Update First Detail Record

8. Set the Price Effective Date to the date this price should take effect
9. For First Price, enter the cost of the item

10. For Report Group, select ala Carte

I Government Funded I Use Sales Tax
umit:[ a
Price Effective Date: 01/01/1900 Expense:
First Price: 0.75 Second Price: 0.00
* Report Group: |ALA w ala Carte
Feport Group 2 v

11. Click on Save

12. Repeat for any remaining ala Carte items you need to add

13. Once all items have been added, cilck on the Food Service tab and select the POS. As long as you
don’t get an error that there’s a problem with the Item Master, you’re good to go. Just back out of
the POS and proceed to the next step

14. Once all items have been added, refer to the section in this document on Adding Items to the POS
Screen
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Cloning an existing Breakfast/Lunch item to create a new Breakfast/Lunch item (recommended)
where students pay a different price at the elementary than those at the secondary level

Examples of when you would Clone/Create a meal item: in most districts, there’s 1 reimbursable Lunch
item and 1 reimbursable Breakfast item in the Item Master. However, you may have the need to create
a special item to be used for a particular scenario and you need to be able to report this item separately,
or report it with a different cost. It can also be used when you have different lunch stations and want to
identify what meal was served. Example: you might have a Salad Bar lunch button and a Sandwich
Central lunch button and want to know how much of each item was purchased

In my example below, the district is serving all students a free breakfast on Count Day. They still need to
know how many free/paid/reduced students got the meal, but they don’t want to charge anyone for it

PwNPE

Click on the Food Service tab

In the Purchases module, click on Item Master

Highlight an existing Breakfast/Lunch Item — depending on which item you’re creating

On the right-hand side of the screen, click on the Clone button

e Note: if you don’t have the Clone button, contact the person in your district responsbile for

giving permissions. Tell them you need the following changed in the FS Director security
group: Product Setup>Skyward Contact Access>Security Groups>Web Student
Management>000>FS Director>Edit Security Levels>Select Menu Path>Food
Service/Purchases/Item Master: needs 5/5 access

The top of the screen provides information on the item you’re clonging from. Don’t change anything

here. In the Item to Be Created section, enter an Item code, Short Description and Long

Description. Use the item you're cloning (at the top) to get an idea of what to enter in these fields

o Note: the Short Description is what will display on the button in the POS

Item To Clone

* Ttern: |B ¥ Breakfast
Short Description: [Breakfast 1,25
Itern Type: Breakfast
¥ Government Funded
¥ Lse Lunch Code
¥ Use Frice Category
I™ Discontinued Item

Item To Be Created

* Item:
Shiort Description: (Count Day Break |
Long Description: |[Count Day Breakfast |
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6. Click on Save

Expand the new item and expand the Item Detail section

8. If the First Price needs to be changed (because it used the price from your cloned item), click on Add
Price. In my example, | used the regular Breakfast item and cloned it to make a free breakfast button
that will be used on Count Day. The regular breakfast option had costs for reduced and paid
students, so | need to change these to 0.00

9. Enter a Price Effective Date for the date you want to use this item

10. Price 1: in my example, this would be 0.00 for all students

11. Price 2: if the student were to (maybe accidentally) be served a 2™ breakfast, what should they pay
for the 2" breakfast?

12. Click on Run

13. Repeat for any other prices that need to be changed

What it looked like when | first cloned it:

~

Edit AcdFrice Delete O ELE yes 1 7 £23i201 4 0,00 0.00 125 25

Ect Add Price Delete P ELE yes 1 07 1236201 4 .00 128 125 26

Edit AddFrice Delete R ELE yes 1 7 £23i201 4 0.00 030 125 25
What it looks like after | made price changes:

Edit AddPrice Delete O ELE yes 1 07232014 0.00 0.00 125 26

Edit AddPrice Delete P ELE yes 1 10001 /2015 0.00 0.00 125 26

Ecit AddPrice Delete R ELE yes 1 10401 /2015 0.00 0.00 125 26

Creating a new Breakfast/Lunch item where students pay a different price at the elementary than
those at the secondary level

There’s a lot of work involved in adding a new reimbursable item from scratch. | recommend that you
take an existing breakfast/lunch item and clone it. When you do this, everything is already set up for
you. All you have to do is change the first and second prices where applicable. See instructions above on
how to clone meals

Creating items that are reimbursable but only served at one building level. Example: there’s a GSRP
program at the elementary level. Only elementary students would be served this meal. Therefore, |
don’t need to include lunch codes at both the elementary and secondary levels, so | can exclude the
option for Price Category

Click on the Food Service tab

In the Purchases module, click on Item Master

On the right-hand side of the screen, click on the Add button

Give the item an Item Code, Short Description and Long Description
Set the Item Type to the appropriate meal type

Uncheck Use Price Category

ok wnNnE
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ltem Master

* Ttermn: |GSREL

Short Description: |GSRP Lunch |
Long Description: [GSRP Lunch |

Item Tw:ue:l Lunch j
W Government Funded
M se Lunch Code
I Use Frice Category
I™ Discontinued Item
I allow Selection in Educator Access Plus

POS Display: | No Display  v|

Click on Save and Update First Detail Record

Look at the Lunch Code on this record. In this case, it’s D (which is free)

Because this is a reimbursable meal, you want to have the Government Funded box checked

10. Limit would be 1. Meaning that the student can get 1 reimbursable meal. After the 1 one,
additional meals for this student would not be considered reimbursable

11. In my example, the meal is free to all GSRP students, so the First Price would be O for all Students

12. Because students in the GSRP program would not be getting a 2" meal, the Second Price can be left
at 0 as well

13. Report Group would be set to Lunch

14. Report Group 2 would be set to 2" Lunch

15. Click on Save and Edit Next Detail

© LN

ltem Detail Maintenance

Itermn: |GSAL \GSRP Lunch |
Lunch Code: |D D |
Price Categary: | | |

W Government Funded ™ Use Sales Tax
Lirnit:
Price Effective Date: E| Expense:
First Price: Second Price:

* Report Group: |L = lLunch |
Report Group 2 |2L ¥ Second Lunch |

16. Repeat for all remaining student lunch codes
17. Once you get to the S (Staff) and V (Visitor) lunch codes, you'll select some slightly different
options:
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Item Detail Maintenance

Price Effective Date: [01/01/1900 E| Expense:

Itern: |GSRL GSRP Lunch
Lunch Code: |5 Staff
Price Cateqgary:

I Government Funded I Use Sales Tax

bmit:[
First Price: Second Price: 0,00

* Beport Group: [AL * | Adult Lunch
Feport Group 2 -

18.
19.

20.

21.

22.
23.
24.
25.

26.

Uncheck the Governement Funded box

The Limit would be 0, as there’s no limit to the number of meals a staff member can get at the
entered rate

Set the First Price according to what the staff member would pay for this item. In my example, some
districts don’t charge the teacher for the GSRP meal, so this price might be 0. In other examples, it
might not be

Set Report Group to AL — Adult Lunch. There won’t be a Report Group 2 for adults, as no matter
how many of this item someone buys, they’ll all be report as an Adult Lunch

Click on Save and Edit Next Detail

Repeat for the Visitor lunch code

Click on Save

Once all items have been added, cilck on the Food Service tab and select the POS. As long as you
don’t get an error that there’s a problem with the Item Master, you’re good to go. Just back out of
the POS and proceed to the next step

Once all items have been added, refer to the section in this document on Adding Items to the POS
Screen

Adding Items to the POS Screen
Any time you add new items to the Item Master, you'll need to then add them to the appropriate POS

registers

1. Click on the Food Service tab

2. Inthe Purchases module, click on Item Master

3. On the right-hand side of the screen, click on the Touch Screen button

4. Highlight the appropriate register you want to add the new items to

5. Click on Edit

6. Click on Select/Sort Items

7. Check the boxes for the new items you want to add to this register

8. If you want to reorder how they appear on the screen, click on the directional arrow to the left of

the item and drag it to where you want it
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9. Clickon OK
10. Click on Save

11. Repeat for any other registers you need to add the new items to

12. Click on Back

Changing prices from one year to the next

If meal or ala carte item prices change from one year to the next you’ll need to go into the Item Master

and change them. This can be done anytime after the year-end rollover is completed but needs to be

done prior to the new school year starting

Click on the Food Service tab

Expand the Item Detail

ukwnN e

In the Purchases module, click on Item Master
Expand the item that needs to have the price changed

You'll see a list of all records for this item, which could be just 1 if it’s an ala carte item, up to 23 if

it’s a reimbursable meal. Look at the existing prices and click on Add Price for the first one that

needs to be changed

This is what my Lunch item looked like prior to making any changes:

Lunch Price
Code Category

b Edit AddPrice Delste =

P Edit AddPrice Delete b

P Edit AddPrice Delete o] ELE

P Edit AddPrice Delete F ELE

P Edit AddPrice Delete F ELE

P Edit AddPrice Delete H ELE

P Edit AddPrice Delete o] ELE

P Edit AddPrice Delste P ELE

Gout
Funded?

no
no

yES
yes
yES
YES
yes

YET

Price
Effective

07723072014
0772302014
0723702014
0772372014
0772372014
0772372014
0772372014
072352014

Expense
.00
0.0
0.0
n.on
.00
0.0
n.on
.00

First
Price

3.25
3.25
0.0
0.00
0.0o
0.0
.00
225

Second
Price

0.0o
0.00
225
225
225
225
225
225

Report
Group

AL
AL

r--r - - - -

Report
Group 2

2L
2L
2L
2L
2L
2L

In my example, Lunch increased by .25 for all customer types.

6. For Staff and Visitor lunch codes, add the new Price 1 and click on Run

ltem Pricing Maintenance

Current FS Dates: 07012015 - D6/30/2016

Iltem Pricing

* Price Effective Date: [10/01/2015 |54

Price 1:
Price 2: 0.00

Fun

Back

2
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7. Once processing has completed, click on Back (if given the option)
8. Click on OK (if given the option)

9. Click on Back (if given the option)
10. Repeat the process for the student lunch codes, based on whether it’s the elementary or secondary

level
Lunch Price Gov't Price First Second Report Report
Code Category Fundled? Limit Effective Expense Price Price Group Group 2
Edit Add Price Delete S no 1] 10001 72015 0.0o 350 0.0 AL
Eclt Add Price Delete b no a 10d0142015 0.0 3.0 n.oo AL
Ecit Add Price Delete [u] ELE Ves 1 1000172015 0.a0 0.00 250 L 2L
Edit Add Price Delete F ELE Ves 1 1000172015 0.ao0 0.00 250 L 2L
Edit Add Price Delete G ELE Vs 1 10001 72015 0.0o 0.00 250 L 2L
Eclt Add Price Delete H ELE VES 1 1000172015 0.00 0.00 250 L 2L
Edit Add Price Delete o] ELE Ves 1 1000172015 0.00 0.00 250 L 2L
Edit Add Price Delete P ELE Yes 1 10001 72015 0.00 250 250 L 2L
Eclt Add Price Delete [ ELE Ve 1 10d0142015 0.00 030 250 L 2L

For each Lunch Code at each Price Category level, the First Price indicates what that Lunch Code would
pay for their first meal. The Second Price indicates what that Lunch Code would pay for the meal if they

gota 2" one

11. Repeat the process for any remainig items that need their prices changed

12. Once all items have been updated, cilck on the Food Service tab and select the POS. As long as you
don’t get an error that there’s a problem with the Item Master, you’re good to go. Just back out of
the POS and proceed to the next step

Deactiving/deleting items that are no longer used

When the year end process has been run, all transactions are purged from Food Service. As a result,
there are no records tied to any of the items in the item master. You can either delete them from one

year to the next, or, if you want to maintain a record of the item, you can deactivate it

To delete it:

1.

2.
3.
4

Click on the Food Service tab
In the Purchases module, click on Item Master

Highlight the item no longer used
On the right-hand side of the screen, click on Delete

e Note: if you don’t have the Clone button, contact the person in your district responsbile for
giving permissions. Tell them you need the following changed in the FS Director security group:
Product Setup>Skyward Contact Access>Security Groups>Web Student Management>000>FS
Director>Edit Security Levels>Select Menu Path>Food Service/Purchases/Item Master: needs

5/5 access

When prompted to confirm, click on Yes
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To deactivate it:

Click on the Food Service tab

In the Purchases module, click on Item Master
Highlight the item no longer used

On the right-hand side of the screen, click on Edit
Check the box for Discontinued Item

Click on Save

ok wNE

Note: if you were to go into the Item Master Touch Screen and look at the items on a particular register,
you would still see the Discontinued Item listed and checked here. However, when the cashier goes into
the POS, the item will no longer appear
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(54) POS Configuration Options

This document is for Food Service cashiers and covers the POS Configuration Options that need to be set
up for each cashier and for each building s/he has access to

The first time you log into a building’s POS, you receive the following message. All new cashiers would
get this, as well as any cashier that has not already configured the POS for a particular building:

Foint of Sale Configuration is required before continuing.

QK

If you click on OK, it will take you to the Configuration screen. If you just need to get into the screen and
didn’t get the message, from within the PQOS, click on the Configure button:

Configure

This is a sample of the screen you’ll see, along with an explanation of areas that need to be configured:

Configuration - Entity 194 - WE\WS\WPLLWPO - 28791 - 05.14.02.00.07-10.2

General Options e
* Meal Entry Date: Ilﬂl- Sawve
* Cafeteria: hd
Service Type: | Lunch g Cancel
Primary Customer Lookup: | 0ther Id Z‘
[T Use Only Primnary Custorner Lookup
I customers Oy i this Entity ™ Use Standard Ttem
M &l schools Standard Item; o

E| Display Options

™ Message if Mot Default Cafeteria Screen Fields

™ Mask Customer Entry

I Display Messages on Screen [ Reduce Popups

- Display Current Payor Balance X

Payment Options [~ Accept Payments

Asterisk (*) denotes a required fisld

Meal Entry Date: this will default to today’s date and is the date your purchases will be recorded. If you
need to ring up purchases for a different day, change the date here
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Cafeteria: even though the link says “Cafeteria”, you actually want to select your Line here. All Lines end
in1, 2, 3, unless there is only 1 line in a building. Then, the Cafeteria may just say Elementary, for
example

Service Type: this determines which items will display on your POS. If you’'re serving lunch, this should
say lunch. If you do both breakfast and lunch, you need to change this between meals

Use Standard Item: this is an auto serve item, which, if checked, will automatically serve every customer
the selected item. This would be used when the majority of the customers coming through a particular
line get Breakfast/Lunch. It saves you from having to press the Breakfast/Lunch button for every
customer. If someone comes through the line that is not getting Breakfast/Lunch, simply remove the
item from their account

Note: when serving Breakfast, you can check this box and select Breakfast from your Standard item.
When you switch to Lunch, you’ll want to uncheck this box if you don’t want to Auto-Serve Lunch. If you
do, change the Standard Item to Lunch. If you change the Service Type to Lunch, but leave the Standard
Item as Breakfast, you'll be automatically serving Breakfast to all students

Save vs. OK:
Scenario 1: | make some changes in my configuration and click on Save. Next time | go into the POS,
whatever changes | made will still be in effect

Scenario 2: | make some changes in my configuration and click on OK. These changes are only good for
as long as I’'m in the POS. Once | exit out and go back in, the previous settings will be in effect

When would | use one over the other?

If you’re auto-serving Breakfast, but not Lunch, set your Service Type to Breakfast, check the box to Use
Standard Item, and set the Standard Item to Breakfast. When it’s time to serve Lunch, go into
Configuration, change the Service Type to Lunch and uncheck Use Standard Item. Click on OK. When you
come in tomorrow to serve Breakfast, it’s all configured, as you didn’t Save the Lunch settings

This is an example of what your screen should look like if you’ve selected a line (EL1)

Breakfast Buottled YWater Juice Ililk:

If your POS screen looks something like the screenshot below, where you see all breakfast and lunch
items combined, you’ve selected the building level cafeteria instead of the line. This needs to be
corrected in the configuration
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i

Baked Chips Breakfast Bottled Wster Juice Lunch

henutainment hfilk:

You shouldn’t ever have need to change these options, but in case you accidently do, here is what they
should be set to:

Primary Customer Lookup: this should be ‘Other ID’

Use Only Primary Customer Lookup: this should NOT be checked
Customers Only in this Entity: this should NOT be checked

All Schools: this SHOULD be checked

Message if Not Default Cafeteria: this should NOT be checked
Display Current Payor Balance: this should be checked

Use Red Font if Negative or Below Amount: this should be checked
Open text box: this should be 0

Low Balance Message: should be set to Do Not Display Message
Payment Options Accept Payments: this should be checked
Amount Tendered Default: this should be set to Zero

Amount Applied Default: this should be set to Amount Tendered

Screen Fields button: the following should be selected:
e Birthdate
e Current Activity
e Customer Picture

Grade level

Item Prices

e Lunch Code Alias
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e Maintain Key Pad
e OtherID
e Previous Activity
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(55) Messages you get in the POS System

This document is for Food Service cashiers and covers some of the common messages that come up in
the POS. It’s VERY important that the cashiers read the messages and understand what it is they’re
saying Yes or No to

This message means that you’ve selected a student who is not currently enrolled in the district. While
this could be something incorrect in the student’s enrollment record, verify first that this is the correct
student. If Yes, make note of the student so that his enrollment record can be looked at. If No, try
again...

Point of Sale )

Fackary Joseph Audette has an Inactive Status.

O you wwant to continue?

| Yes [ I

This message means that you’ve selected a student who is not only inactive, but doesn’t have a Food
Service record either. Verify that this is the correct customer, but most often it is not

Point of Sale

Customer recard (Thomas Abdou) was not found.

Doyou wish to create a customer record?

L Yies J | Mo J

This message comes up when a customer name is on the screen but nothing was served and no payment
was made. It’s really just an FYI asking if you really did mean to not serve him anything

Mo Customer Purchase

Mo purchases were made far the current customer.

Are wou sure you want to continue?

| Yag [ [a]
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You'll get this message if you try to exit the POS while a customer name is on the screen. You must first
click on Change Customer to clear the name before you can exit

Point of Sale

Please click the 'Change Customer button to end the current customer
transaction.

I,

A Wanding Message is a message put on an individual student’s account. It comes up as soon as the
name is brought up in the POS, regardless of what the student is trying to do. With Wanding Messages,
the cashier still has the ability to do what the message says not to do, so it’s important to pay attention
to what this message says

Point of Sale Cil

Wanding Message{s): No Charging

Do you wwant to continue?

| NIz [ | ko [
e —

A Permanent Stop Purchase message is set for individuals and comes up as soon as the customer’s name
is brought up. The only option is OK, and nothing can be served to this student. Any time you click on an
item, this message comes back up

Point of Sale Cul

A Permanent Stop Purchase option is set for Jaylyn Lee Abrams.
Furchases are not allowed.

Ik
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A Permanent Stop ala Carte purchase message, when set for an individual, comes up as soon as the
cashier clicks on an Ala Carte item. The only option is OK. Meals can be served, but any ala Carte item
will produce this message

Point of Sale

A Permanent Stop Purchase option is set for Dominic Rinaldo
Acciavatti. Ala Carte purchases are not allowed.

Sometimes, when typing a name in the purple text box on the POS screen, the Item Master screen will
pop up. I'm not sure of all the scenarios that will cause this to happen, but some examples are: you
don’t type enough letters for the customer’s name or you enter other text the system doesn’t recognize.
If the Item Master screen pops up, just click on Back to close it. This is what it looks like:

Iltem Master

‘Jiewz:l Ttem Detailj Filters: I *411 Itemsj

Chieese Sandwich

term Shart Description Long Description Tvpg
2oz Water 2oz Water m
Animal Crackers Animal Crackers o
ACT ACT ACT B
= Breakfast Breakfast =
BEOZ Bar-B-Que 2 Bar-B-Que 2 L
BiC BC Datrneal Bar BC Qatrneal Bar o
BF Baked Fries Baked Fries o
BFE Eenefit Bars Benefit Bars o
B Bake Bake L
C risp risp L
B Cereal Bars Cereal Bars o,
CHS L

Cheese Sandwich
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(56a) Reconciling Cash Drawer Between Meals

This document is for cashiers in districts where they reconcile their cash drawers, and do so after
breakfast and after lunch

Skyward’s Food Service is not designed to allow the reconciliation of cash drawers between meals — only
1 time after lunch is done. Follow this process to reconcile between meals

Breakfast person:

1. Once breakfast is done, count your cash drawer and subtract your starting amount (if any)

2. Enter your remaining amount in the (44a) Sales Activity Report and run it

3. Use (56¢) Recording Daily Drawer Balances to record the amount you recorded in step 2, as well as
whether you were under/over/balanced

Lunch person:

1. Once Lunchis done, count your cash drawer and subtract the amount the Breakfast person
recorded on the spreadsheet (if the money was left in the drawer), as well as the starting cash
drawer amount (if any). Look at (56c) Recording Daily Drawer Balances sheet from Breakfast to see
whether or not the drawer was balanced

2. Enter your remaining amount in the (44a) Sales Activity Report and run it

3. Read the report to see how much you’re off. Because you can only see your own entry, it’s going to
say you're off by at least the same amount the Breakfast person recorded, which is why you need to
know what their amount was. Any difference is what you yourself are off.

Example:
Breakfast actually rang up that they took in $41, but only had $40 in the drawer (after subtracting
beginning balance). The Sales Activity Report would show that they were short $1.

SREACEAND TOTAL®®ew 41.00
S¥OEFICIT DERISIT*™ L.o0-

It would be recorded on (56¢) Recording Daily Drawer Balances like this (Lunch record is also shown
here):

U/0/B = Under/Over/Balanced

In Drawer u/o/B Should be
40 -1 41

Lunch actually rang up that they took in $57, and had $57 in the drawer (after subtracting based on step
1 above), so that’s what is recorded in the Sales Activity Report. However, when the report is run, it’s
going to say that the Lunch person is short $41 dollars, which is the amount the Breakfast person should
have had in their drawer
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wEEECHAND TOTALE##s
“sOEFICIT DEPOSIT*

S58.00
41.00-

However, when the FS director runs the ‘Master Sales Activity Report’, s/he’s going to see the 2
combined totals for that line and see that altogether, the line was $1 short:

Fordt, Collema
Homphiray, Julis

PORDTOOLOOO 047212015 1 MH1 40._00
HUMPHIULOOO 0472172015 i MH1 E7.00

Paid
*+ITEM TYPE TOTALS*

“SCAFETHRIA TOTAL®®
"SDEFICIT DEPOEIT®®

"STOTAL OF ALL CAFETERIAS BY DAY**
042172015 *S0AY TOTALSS®
“*OEFICIT DEPOSIT**

SR ECRANT TOTALS &%
*SOEFICIT DERISIT*®

a.0a 57.00
a.0a 41.00
a.0a D8.00
.00 S8.00
a.0a D8.00

CRCHIER BRME  GALPHAEEY 2 PAYMENT DATE ESF CRFE JEEH TUPE LIBICHE CODEVITEM  OURNTITY SALES RNT  TENDEEED AMI PRUNIHT AMT

]
00—
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(56b) Reconciling Cash Drawer After Lunch Only

This document is for cashiers in districts where they reconcile their cash drawers, and do so only after
lunch

Skyward’s Food Service is not designed to allow the reconciliation of cash drawers between meals — only
1 time after lunch is done. Follow this process to reconcile 1 time — after lunch only. If switching cashiers
between meals, use the documentation for (56a) Reconciling Cash Drawer Between Meals

Lunch person:

1. Once Lunch is done, count your cash drawer and subtract the beginning balance (if any)
2. Enter your remaining amount in the (44a) Sales Activity Report and run it

3. Read the report to see if/how much you're off

Example:
SREACEAND TOTAL®®ew 41.00
S*OEFICIT DEPISIT** 1.00-

Your Food Service director can now run a (44b) ‘Master’ report to see the status of all cash drawers for
the day
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(56c) Recording Daily Drawer Balances

Print and use the 2" page of this document when cash drawers are balanced between meals, and where
one cashier rings up breakfast and another rings up lunch

Example scenario: the breakfast cashier counts out her cash drawer and, after subtracting the beginning
balance, has $40. She then runs the Sales Activity Report, which shows she’s under $1

This is how it would be recorded:

Breakfast
Date In Drawer UfO/B Should Be
9/20 a0 -1 a1

Why?

If breakfast money is taken out of register and is not part of lunch’s starting balance:

When the lunch cashier runs her sales activity report, it’s going to show that she’s short $41. Without
knowing that the breakfast cashier rang up payments of $41, the lunch cashier won’t know if she’s
actually short or not.

If breakfast money is left in the drawer and is used in the lunch drawer:

When the lunch cashier runs her sales activity report, and assuming she’s actually balanced, it’s going to
show she’s short $1. She needs the information recorded above to know that it wasn’t her drawer that
was short
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Date In Drawer U/OfB Should Be Date In Drawer Uf0/B  Should Be
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(57) Customers vs. Payors

This document is for anyone that wants to know the difference between Food Service Customers and
Food Service Payors, as well as where you add/update what. There’s a separate document, (67a) Data
Mining Food Service Report Options, which provides information on where you can find different Food
Service reporting fields

In Skyward’s Food Service, there is a Customers section and a Payors section, each of which provide
different information on a student’s Food Service account. This document covers some of the
differences, as well as where you go to add/change information

Customers: in customers, you can see/record/change the following information:

Purchases

w Customer Purchases AddPurchase View By ltem View By Date

w August 2016 Purchases aAdd Purchase

Cafe Price Cat Lun Code Item Payor Gty for Mo 1st Price 2nd Price 2nd Cost
b Edit Delete FHE ELE P BKFS o S 1 0.00 125 No

uly 2016 Purchases aAdd Purchase

Cafe Price Cat Lun Code Item Payor Gty for Mo 1st Price 2nd Price 2nd Cost
b Edit Delete FHE ELE P BKFS o et 8 0.00 125 No
b Edit Delete FHE ELE P LNCH o T 2 2.50 2.50 No

Payments

‘Payment History Add Payment View Al Payments

Year Payment Date Payment Check # Cafe
b Maintain « 2017 0712612016 .00 MSHE

Total Humber of Payments: 1

Cafeteria, Key Pad Number, Stop Purchase settings and Wanding Messages

— —
* Cafeteria: |MS = |MS Cafeteria
Key Pad Number: 5372 Generate
Stop All Purchases: Do Not Stop - (7]
Stop Ala Carte Purchases: Do Not Stop -
[T critical Wanding Message
Wanding Message(s) #1: -
#2: ~
#3: ~
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From the Customers module, you can also highlight a student, click on the Quick Print button and print a
meal statement for that customer

Payors: Payors is where applications are processed. Just like in Customers, you can also see Payments
from this module, but not Purchases

If you Edit a customer’s record, you also have access to the following:

Prior Year Balance:| TRl

Payor's Status: Actiwve -
Print Balance Motice: Yes -
Exclude From Phone File: No -

If a customer shows as Inactive but should be Active you can change it here

If notices aren’t printing for certain customers, it could be that the Print Balance Notice flag is set to No
here. When a faculty record is created, this field is set to No, which means they won'’t ever get the
balance notices. That’s why it’s a good idea to run the utility to (20) Sync Payor Status Audit at the end
of each month
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(58) Screenshots from within Skyward

This document is for any Skyward user that wants to take a screenshot, from within Skyward, of
something they’re seeing. It could be something that they want to document for later, or something
they need to ask someone a question on

Explanation: if you are doing something within Skyward and something occurs that you don’t know
what to do about, or if you want it for future reference, you can take a quick screenshot of the screen.
When you click on the camera icon, it will put the screenshot in your print queue, where you can review
it at a later time (up to 2 days later), or print it right then and there

1. On the screen that you want to take a screenshot of, click on the camera icon in the corner of it

Point of Sale

Barbara Kimball has an Inactive Status.

Do yvou want to continue?

Yes (ila}

2. On the Request Processing screen, you can either open the screenshot now or review it later:

e Now: wait for it to finish processing and click on View Report. The screenshot of whatever
you took a picture of will open in Adobe Reader. You can print it out or save it to your hard
drive

e Later: click on Back. When you’re reading to review it (up to 2 days later), click on My Print
Queue in the upper right-hand corner of your Skyward screen

w_

.. commonfaprintscreen.p

i Iy Print Clueue H Back -i\

Run Time: 00:00:06
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B ravortes™ T MNew wWindow 0 ety Print Ggdie

Configure Back

Baked Chips | | Bottled Water { )

L

3. Highlight the Print Screen option and click on View

ra Kimball @ | Wiew
mf e Tt Wigit List # | Status Time Format Currernt Hey Dielete
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(59a) Setting up Homerooms for Food Service and Destiny

This document is for the person in your district that has permissions to run utilities and to create codes.
Typically, this will be the person in charge of creating permissions and/or building office staff. It covers
what needs to be done to make Food Service (where used) and the Destiny library software (where
used) to function properly. The process is primarily used at the elementary level, and only needs to be
done for elementary teachers/classes.

Explanation: in order for certain areas of Food Service to work — Barcodes by Teacher and Purchase
Entry by Homeroom — as well as being able to bring up Homerooms in the Destiny library system,
Homerooms need to be set up in Skyward. This is not the traditional Homeroom course students are
scheduled in and go to first thing in the morning. It's more of a behind the scenes setup used for other
purposes.

There are various parts to setting up these Homerooms, and a change in any one of them can impact the
others, causing Homerooms not to be assigned properly. Once set up and working, it’s very important
not to make any changes to the areas referenced below without changing all related areas as well

Note: some of this may already have been set up — especially for previous phase districts. However, you
should still go through ALL the steps to make sure all the information is accurate for the current school
year

Steps involved:

e Creating/Editing/Deleting Room Numbers where needed

e Creating Homeroom Codes

e Assigning the Homeroom Codes to teachers’ 1% period classes

e Running a Utility to assign the homerooms

e Automating the Utility to assign the homerooms

e Let your office/scheduling staff know what time the automated utility runs. If a student changes
teachers, the scheduling person may also need to change the student’s homeroom, depending on
the timing of their changes and the utility running

Creating/Editing/Deleting Room Numbers:
1. From the individual entities, click on the Office tab
2. From the Current Scheduling module, click on Setup/Codes
3. Click on Buildings
4. Here you'll be able to see all buildings in your district and make and additions/corrections to each
affected building from here. Expand the entity you'll be starting with
Expand the section for Building Room Codes
6. If your building uses actual room numbers — which aren’t typically used at the elementary due to
students not needing them on their schedules — make sure they’re all listed in the Building Room
Codes:
e Yes, we use actual room numbers in our building and | see them all listed: skip to the
section on Creating Homeroom Codes
e Yes, we use actual room numbers in our building but | don’t see them all listed: create
additional room numbers
|

g
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e No, we don’t use actual room numbers in our building, but | see a bunch listed that don’t
really mean anything: delete them

e No, we don’t use any actual room numbers in our building, and | don’t see anything in the
list: create them

Creating a Room Number:
From the Building Codes module, click on Add a Room:

w Building Room Codes| Add & Room

Rmi

Description Sts
Edit Delete  101-101 A,
Exit Delete  103-103 A,

Room Number:

We need to use actual room numbers to print them on schedules (example: 104): enter the room
number in both the Room Number and Description field

We don’t use actual room numbers: use the grade level and section number for each teacher as the
room number. Example: K-2 for kindergarten, section 2

Click on Save
Repeat for any remaining rooms. There needs to be a room number for every teacher whose students
will either be eating or goes to the library with their primary teacher

Deleting a Room Number:
Just click on the Delete button to the left of the room number. If the room is in use you’ll get an error

that it cannot be deleted. Call the SIS office (455-1004) for assistance

Once you're done with the Room Numbers, click on the Back button

Creating Homeroom Codes

1. On the office tab of the individual entities, click on Current Scheduling/Setup/Codes/Homerooms
o Note: if you're completing these steps all at the same time, you should already see the

option for Homerooms on your screen

2. Homeroom: use the corresponding room number. Example: if you used a room number of 104,

enter that as the Homeroom. If you used a room number of K-1, use that as the Homeroom

Select your Building number

Select the Room number

Select your School number

Assign the appropriate Teacher to this room number/grade level

Click on Save

Repeat for remaining Homerooms

O NV AW
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Assigning the Homeroom Codes to teachers’ 1% period classes

1. From the individual entities, click on the Office tab at the top of your Skyward screen

2. Inthe Current Scheduling module, under the Build Course Master section, click on Section Master
3. From the Views dropdown menu, select Class Section Details

4~ Section Master (2015-16) %

Wiems: I Clasz Section Details = | Filterg

4. Create afilter to show only 1% period classes:
a. To the right of the Views dropdown menu, click on the word Filters (shown above)
b. Click on Add Filter
c. Give the filter a name of 1 Period Classes
d. Inthe Column Display Options and Filters section, enter an a for both the Low and High Values
for the S row:

5 v 100%/| |a a

e. Forthe Dsp Prd row, enter 01 for both the Low and High Values:

Disp Prd ¥ 100%:[ (01 01

f.  Uncheck the Display checkbox for everything from S up to (but not including) Teacher:

5

Ctrl Set
Cal

Eell

Min Stu
Opt 5tu
Max Stu
Enrl T1
Enrl T2
Enrl T3
Enrl T4
Teacher

S o e

5. Inthe upper right-hand corner of the screen, click on Save and Apply Filter. You should now only
see courses that are scheduled for 1% period

Each 1° period course needs to have the appropriate room number (based on previous steps) associated
with it.
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Short Description Roaom
|:Zitizerr_=.}'|ir:| -1
Citizenship - 1 1-2
Citizenship - 1 1-3
Citizenship - 1 1-4
Citizenship - K k-1
Citizenship - K k-2
Citizenship - K k-3
Citizenship - K k-4
Citizenship - K k-3
If not:

6. Expand the course record
7. Expand the Meet Details section
8. To the left of the Meet information, click on the Edit link

* Meet Details  Add Mest  Wiew All Meets

Building Room

Delete History 102 - 102 1-1

9. Towards the bottom of the screen, enter the appropriate room number (based on earlier steps)

Running a Utility to assign the homerooms

1. From the individual entities, click on the Students tab

2. From the Students module, click on Setup/Utilities

3. Click on Student Mass Change (you’re going to remove all homerooms first to make sure to remove
any homerooms for inactive students)

4. When the Report Ranges screen pops up, click on Save

Click on OK to the message that Values Entered are those to be Changed

6. Inthe upper right hand corner, enter *****in the Current Value Homeroom. Do not enter/change
anything else

o

Student Entity Information

Current Walle M Walue

Schoal [ ] schi: -
Calendar: [ | cal -
* Hormeroon: Hrorm: !

——————
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Click on Run

When prompted if you're sure, click on Yes

Once the report has generated/opened, close it

10. On the same Utilities screen you’re already in, click on Mass Assign Student Homeroom

© 0o N

Do you see a template created by either RESA JOBS or Barb Kimball?

Yes: click on the Run button. Once the report has completed, open it. The report will indicate the
number of Records Selected (the number of active students in your building) vs. the number of Records
Assigned (the number of students that were assigned a homeroom). These numbers should be fairly
close or there might be a problem with the Homeroom setup somewhere. All students that are
scheduled in a first period course should be assigned a Homeroom. The difference in the numbers
should be due to unscheduled students/students without a first period class/E grade students. If you
have a large number of students without a homeroom, revisit the room numbers. If you can’t figure out
where the problem is, call the RESA SIS help desk for assistance. Close the report

No: Call the RESA SIS helpdesk to create and then automate the Homeroom utility

Automating the Utility to assign the homerooms: depending on permission levels, some users have the
ability to automate tasks/utilities. In cases where the utilities need to be updated (with school year,
grade...), the SIS office staff logs in as RESA JOBS and automates the utilities. That way we can make sure
to update them from one year to the next during our year-end rollover. Even if you have the
permission/knowledge to do so, please don’t automate this Homeroom utility yourself.

Let your office/scheduling staff know what time the automated utility runs. If a student changes
teachers, the scheduling person may also need to change the student’s homeroom, depending on the
timing of their changes and the utility running
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(59b) Homeroom Information Office Staff Needs to Know

This document is for elementary building office staff members that would be adding/changing faculty
schedule information. It explains how Homerooms are set up so that buildings know what kind of
changes need to be made to the homeroom setup for various scenarios. This would apply to any districts
using the Destiny library software, any buildings where barcodes are printed by teacher to use in the
cafeteria line, any buildings that serve breakfast in the classroom, or any buildings with GSRP programs

At the time of this writing, Homerooms have been set up for all districts/buildings that need them.
Going forward, the following changes would also require changes to the Homeroom setup:

e When a new grade level/section is added

e When the grade level/section a teacher is teaching changes

e When the person teaching a grade level/section changes

In order for Homerooms to be set up and to work properly, the following areas play a role. A change in
any of these areas will cause the process to work if other areas are not changed as well:

e Building Room Codes

e Homeroom Codes

e Teachers’ Association with a Homeroom

e The Homeroom Number in the Teacher’s 1% period class

e Associating the Homeroom with Students

Building Room Codes: a room code must exist in each building for each teacher. At the elementary level,
actual room numbers are not needed for schedule purposes, so they’re typically created using a format
of grade level-section. Example: K-1, 3-2.... If a new section is added to a grade level, the appropriate
Room Code needs to be added. To do this:

From your individual entity, click on the Office tab

On the Current Scheduling module, click on Setup/Codes

Click on Buildings

Click the dropdown arrow to the left of your building

Under the Building Room Codes section, check to see if the appropriate grade section exists. In my
example, | have a new 3™ grade teacher that has section 2

If the Room Code does exist, skip to the Homerooms section below, otherwise, click on Add a Room
For the Room Number, in my example, you would enter 3-2

For the Description, in my example, you would enter 3-2

Nothing else is needed. Click on Save

ukhwnN R

L xNoO

Homerooms: a homeroom must be setup/created any time a new grade level/section is added. To do

this:

1. From your individual entity, click on the Office tab

2. On the Current Scheduling module, click on Setup/Codes

3. Click on Homerooms

4. Look to see if a Homeroom Code already exists for the Room Code you created in the previous step.
In my example, I’'m looking for a Code of 3-2

o The Homeroom Code exists, but the teacher associated to it is wrong:

|
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Highlight the Homeroom and click on Edit
From the Teacher link, select the correct teacher
Click on Save
Skip to The Homeroom Number in the Teacher’s 1% period class section
¢ The Homeroom Code exists, and the teacher associated to it is correct:
o Click on Back
o Skip to The Homeroom Number in the Teacher’s 1 period class section
o The Homeroom Code does not exist:
Click on Add
Enter the * Homeroom number. In my example, it would be 3-2
Select the Building number
Select the Room number. In my example, it would be 3-2
Select the School number
Select the Teacher
Click on Save
Click on Back
Skip to The Homeroom Number in the Teacher’s 1% period class section

O
O
O
O

O O O O O O 0 O O

Teachers’ Association with a Homeroom: if the Homeroom and Building codes were already setup, but
the person teaching the grade level/section has changed, the association needs to be changed in the
Homeroom Codes:

1. From your individual entity, click on the Office tab

2. On the Current Scheduling module, click on Setup/Codes

3. Click on Homerooms

4. Highlight the Homeroom code for the grade level/section the new teacher will be teaching, and click
on Edit

Click on the Teacher link and select the new teacher

Click on Save

7. Click on Back

o w

Assuming the Section Master has been updated to reflect the new teacher, and the Homeroom was
already assigned, nothing more is needed

The Homeroom Number in the Teacher’s 1 period class: when new grade levels/sections have been
added, and the Room codes and Homeroom codes have been created, the Homeroom number needs to
be associated to the new teacher’s 1% period class. To do this:

From your individual entity, click on the Office tab

Under the Current Scheduling module, click on Section Master

Locate the new teacher’s 1% period class

Click the dropdown to the left of the Course code

If necessary, exapnd the Meet Details section

Click on Edit to edit the Meet Details

Enter the Room number for the newly created Homeroom. In my example, it would be 3-2

Click on Save

PNV R WNPRE
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Associating the Homeroom with Students: in districts that are already using this feature, a daily utility
has been automated to assign a student to the correct homeroom. In some districts it’s set up only for
specific purposes. For example, a district uses Homerooms only for their GSRP program, so the utility is
set up only for the GSRP class. If a new homeroom is created in a district where the utility is setup for a
specific class, call the RESA SIS help desk (810-455-1004) to have the utility modified

EVERYTHING FOOD SERVICE
BK:VR 07/27/2017 PAGE 238 OF 273



(60a) Generate Customer Key Pad Numbers

This document is for the Food Service director and would be used in districts where ‘short IDs’ are used
in the cafeteria line, and where they are randomly generated. This would not be used if students are
manually assigned the last 4 (or 5) numbers of their Other ID

To randomly assign short IDs for Food Service:

1. From the 000 entity, click on the Food Service tab

2. From the Food Service module, click on Setup/Utilities

3. From the Utilities menu, click on Generate Customer Key Pad Numbers

| do see a report template called XX: Assign Short IDs (where XX is my initials)

4. Highlight the template and click on Edit

5. Make sure, based on your template name, that the fields listed are correct. For example: my
template is called KG IDs, but when | edit my template it shows a grade range of 01 to 01.

6. If everything looks okay, click on Save and Process
e Create For should be Student Customers Only
e Status should be Active
e Create New Key should be No

7. When processing has finished, click on Preview Data to Process

8. You'll see a list of students that will get a random short ID. If anyone in the list should not get one,
highlight the name and click on Remove Record

9. Click on Back

10. Click on Run the Update

11. When prompted if you're sure, click on OK

12. When the report has finished generating, click on Back

| do not see a report template called XX: Assign Short IDs (where XX is my initials)

4. Click on the Add button

5. Give the template of XX: Assign Short IDs NNN (where XX is my initials and NNN (if applicable) is the
grade level or entity you’re assigning IDs for

6. From the Create For dropdown menu, select Student Customers Only

7. If generating IDs for a particular entity, enter the Entity Low and High numbers
e If you don’t know the entity numbers, refer to (02) District Codes and Utilities for your district

8. |If generating IDs for a particular grade-range, enter the grades in the Grade/Grad Yr Low and High
ranges
e If running for Kindergarten, use KG

9. Set Status to Active

10. Create New Key should be No

11. Click on Save and Process

12. When processing has finished, click on Preview Data to Process

13. You'll see a list of students that will get a random short ID. If anyone in the list should not get one,
highlight the name and click on Remove Record

14. Click on Back

15. Click on Run the Update

16. When prompted if you're sure, click on OK
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17. When the report has finished generating, click on Back
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(60b) Food Service Short IDs

These instructions are for any of the following:
e Enrollment secretaries, if they’re responsible for making a student’s FS short ID the same as the
last 4 numbers of the student’s Other ID
e Cashers, if they are responsible for assigning short IDs through the POS
e FS Directors, if they are responsible for making a student’s FS short ID the same as the last 4
numbers of the student’s Other ID

Explanation: just like in Zangle, Skyward’s Food Service allows customers to type in a ‘short ID’ in the
cafeteria line. Students can then type, for example, a 4-digit short number instead of their 10-digit
student ID. In Skyward, if the option is turned on to use short IDs, a number will be automatically
assigned to any new students when they are enrolled into Skyward. The following sections show how
the 3 different staff types listed above can change a student’s short ID for Food Service

Note: if someone is already assigned the number you're trying to assign, you’ll receive a message that
it’s already in use. This is because in some cases students do have Other IDs with the same last 4
numbers. In these situations the best practice is to not give the student a short ID, as the one assigned
to them might end up being the last 4 digits of a future student’s other ID

Enrollment Secretaries:

During the enrollment process, the user will be notified of the short ID associated with the student. If
the district wants the short ID to be the last 4 numbers of the student’s ID, the person enrolling the
student will have to manually change it. Note: once assigned, the number can also be changed from
within Food Service/Customers

Once you complete the enrollment process for a new student, you'll get the following prompt:

Food Service Key Pad Mumhber for this Studentis 205322,

0K

If this randomly generated short ID is acceptable, nothing more is needed other than conveying this
information to the student. However, if the district wants the short ID to be the last 4 (or however
many) of the student’s ID, once this number is generated, it will need to be manually changed:

1. Click on OK to the message above
2. From within Student Profile, click on the Food Service tab on the left-hand side of the screen
3. Click on the Edit button to the right of the Key Pad Nbr:
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Arpl B Caze Mhr; Eclit

Key Pad Mhor: 205322 —
Stop Al Purchases: Do Not Stop )]
Stop Ala Carte Purchases: Do HNot Stop &) kotes (0)

4. Move the new screen so that you can see both the ‘Other ID’ field on the Profile screen and still
have access to the Key Pad Number field

5. Change the Key Pad Number to be the last 4 of the students ID. Leading zeroes are not necessary. In
this case, you would change it to 796

Gender: M MY Status: A Other ID: 255100796 Phione:

7 Food Service Update - Entity 412 - WS\ST\TB FSFS - 1
@ hitps: ffskyirainech. scoresa.org/soripts fwsisa, dilAWService =wsECHTr/sstudfoodedit00 17 isPopup=

Food Service Update BN B
P Payor Information Save
Back

Payor Mame: Presley, Jesse
Address:
— Motes

Balance: 0.00

Food Service Update

application Murmber: [T ] Case Murmber: |
* o

hd jne City HS
Key Pad Mumber; 205322 Random Generate
br

6. Click on Save

Cashiers:

In order for cashiers to be able to do this, they’ll need to click on the Configure button from within the
POS. In the configuration screen, click on the Screen Fields button and click on the option for Maintain
Key Pad. Once checked, click on Save

v Mairitain Key Pad

Scenario: a student comes through the line and types (what they believe to be) their Short ID on the Key
Pad. However, either a different student comes up, or the ID is not found:

1. From with Point of Sale, with that student account up, you will see the student’s Other ID at the top
of the screen. Take note of the last 4 numbers:
|
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Point of Sale [Cafe: ELE1]

| | Dt Ent: 19% (1} Grade Level 1 Cther [C: 520001221
Birtholate: 08122008 Stol. ttermn: BKFS

2. On the screen you can click on the Maintain Key Pad button:

hairtain
Hey Pad

3. This will bring up the Maintain Key Pad Number screen. Enter in the last 4 digits of the Other ID and
click on Save

Maintain Key Pad Murnber

key Pad Murmber: 1221 D]

Generate

Note: If you get the following message, it means that someone else is already assigned that number
— rightfully or not —and you can’t use it for this student. Do not assign them a different short ID, as it
might interfere with a new student’s short ID

Point of Sale

Entered Key Pad Mumber is being used by 3 different customer. Action
was cancelled.

i

Food Service Directors:
1. Click on the Food Service tab

2. Inthe Payor/Customer Maintenance module, click on Customers
3. Highlight the student’s name that needs to have a short ID assigned
4. Once the name is highlighted, you should see that it’s underlined. Click on the name again
e If the name isn’t underlined, contact the person in your district responsible for assigning
permissions
5. When you click on the underlined name, another window will pop up. Near the middle of the screen
you’ll see a section that shows the Student ID. Take note of the last 4 numbers
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Student Id: 145005248
Internal Id: 2209
Status; Active

In the upper right-hand corner, click on Back

With the student’s name still highlighted, click on the Edit button
Change the Key Pad Number field to the last 4 digits of the student ID
Click on Save

L xNo
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(60c) Key Pad Numbers Report

This document is for whoever has the need to run a report of students’ Food Service short IDs. It
includes instructions on running the report alphabetically by student by building, or running it by
teacher if the report will be given to the teachers to give to the students

To run the report alphabetically by student name:

1. From the individual entities, click on the Food Service tab
2. From within the Food Service module, click on Reports

3. Click on Key Pad Numbers Report

I do have a report called XX: Key Pad # by Name (where XX is my initials)
4. Highlight XX: Key Pad # by Name and click on Print

I do not have a report called XX: Key Pad # by Name (where XX is my initials)

4. Click on Add
5. Check the box to Share with other users
6. From the Report On dropdown menu, select Student Customers Only
7. From the Status dropdown menu, select Active
8. Click on Save and Print
Sample:
CUST GRAD
NAME TYPE ENT SCH CAFE YEAR ADVISOR HMEM _ STATUS PAD NEBE
Stephanie G. Student 412 412 MCH 2018 Active 755973
Jaylyn L. Student 412 412 MCH 2016 HENRYKIMOOO Active 122183
ti, Dominic R. Student 124 124 GE 2024 ROEHRDANOOO 3-2 Active 842818

To run the report sorted by homeroom:
e Note: in order for this option to work, Homerooms must have been set up in Skyward for either
Food Service barcodes or the Destiny library software
1. From the individual entities, click on the Food Service tab
2. From within the Food Service module, click on Reports
3. Click on Key Pad Numbers Report

I do have a report called XX: Key Pad # by Homeroom (where XX is my initials)
4. Highlight the report and click on Print

I do not have a report called XX: Key Pad # by Homeroom (where XX is my initials)
4. Click on Add

5. Check the box to Share with other users

6. From the Report On dropdown menu, select Student Customers Only

7. From the Status dropdown menu, select Active
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8. Click on the Sort button in the upper right-hand corner

9. In the Sort Fields section, check the box for Homeroom

10. In the Page Break Fields section, click on the box for Homeroom
11. Click on OK

12. Click on Save and Print
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(61a) Giving Staff Access to their own FS Account Information

This document is for the person in your district that creates Skyward permissions and walks through
creating a permissions group as well as assigning users to the group in order for staff members to be
able to see their own Food Service account information

In order for staff to view their Food Service information, a security group must be setup, and users must
be added to the group:

In Product Setup/Skyward Contact Access/Security Groups/Web Student Management
Select the 000 Entity from the dropdown menu
Click on the Add button to add a new permissions group
Call the group FS Staff Account Information and Save it
Click on Edit Security Levels
From the Select Menu Path dropdown menu, select WA — Web Applications
Click the dropdown arrow next to EP — Educator Access Plus
Click the dropdown arrow next to FS — Food Service
Check the box next to MF — My Food Service Information
. Click on Assign Selected
. Set the Security Access Level to 1 — Inquire Only
. Set the Security Lookup Level to 1 — Inquire Only
. Click on Apply
. Click on Back
. With the FS Staff Account Information security group highlighted, click on the Users button
. Expand the records displayed to 200
. Click on Select All Users

LN hEWNPRE

PR R R R R R R
NoOuUubdWNRO

M4 4] b |
18. If there are more than 200 users, click the next - arrow to go to the next screen.

19. Click on Select All Users and repeat until you get to the end of the list
20. Click on Save

For any new staff members, you will need to add them to this permissions group once you create their
Staff record
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(61b) How Staff Can View Their Own FS Account Information

This document is for district staff and shows how they can access their own Food Service account
information. The process is slightly different for teachers than it is for office staff

Note: in order to see your own information, permissions need to have been created and assigned to
staff members. How this is viewed is slightly different for Teachers and Office Staff

For teachers:

Once logged into Skyward, you will see a Food Service tab at the top of your screen. If you do not see
this tab, contact your System Administrator, as you do not have permissions to see this

Teau:herﬂu:u:esa Administrator Access [l R=1=10THz]

Q|

~ Food Service

My Food Service Information 1

For office staff:
Click the dropdown arrow to the right of the Home tab and select Educator Access Plus

SKTWaRD

Students | Families  Staff

& Educator Access Plus 4 "t
T Student Management ‘fT_‘|

4K

You will now see a tab for Food Service

SKTWARD'

v Teacher Access  Food Service
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(62a) Food Service Tasks and When to Perform Them

Below is an overview of Food Service tasks along with when they should be done. It’s a general
overview, so some areas may not apply to your district. Depending on the district, all of these tasks are
performed by the FS director, where, in others, they may be performed by multiple staff members.
There is corresponding documentation on how to perform all of these tasks/obtain this information

Daily:
(24c) Report Lunch Survey Results — where applicable: in districts where teachers record lunch choices,
run this report to see your meal counts for Lunch

(44b) Master Sales Activity Report — where applicable: this is the report you run that shows all lines and
whether they were under, over or balanced

(19) Change Customer Purchase Cafeteria — where/when applicable: in districts where 1 cafeteria
feeds multiple buildings, and where all transactions are rung up under 1 cafeteria, run this utility to
separate the purchase transactions for reporting purposes. Also used to correct purchases that were
rung up under the wrong cafeteria

If (19) Change Customer Purchase Cafeteria was run, run (42) Reports by Payor, Customer, School to
get a breakdown of payments by school

(34b) RESA FS Daily Summary Report: this is a RESA custom-created report to use in place of some of
Skyward’s reports. This particular one replaces the Skyward Accuclaim report. It’s similar to Zangle’s
Daily Food Service Summary and is found on the Custom Reports tab/Reports/RESA FS Daily Summary.

Weekly:
(13) Optional: Change Payor Balance Notice Indicator utility: run this for any Staff members who have

‘Print Notices’ set to No, which means negative balance notices won’t print for them. This utility will
change the option to Yes

(14) Optional: Send Payor Balance Notices: these are the negative balance notices for students/staff
owing money
e Note: before printing Payor Balance Notices, you should clear any (50a) FS Alerts

(37d) Record GSRP Meals — where applicable: provides instruction on how to record GSRP meals

(37c) Print Rosters for Purchase Entry by Homeroom — where applicable: if someone marks off on a
sheet which GSRP students ate, you can print a screenshot of the Purchase Entry by Homeroom for that
person to use as a check off sheet. It then matches up with the meal entry screen, making it much easier
to record
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Monthly — data cleanup tasks
These tasks should be completed before running Monthly Summary Report and before submitting
claim for reimbursement:

(20) Sync Payor Status Audit: this utility updates the Active/Inactive status for Food Service Customers.
If a student exits the district, their FS record may still be active. Running this utility will inactivate any
students without an active enrollment record, which helps clean up your Food Service data and reports
Who, in my district, will be performing this task?

(39) Optional: Remove 2" Quantity Purchases: this utility is usually run for the elementary students, as
they don’t typically get a 2" breakfast or lunch. You can be selective on a building and/or grade range.
You'll see a Preview screen before it actually processes, which will also allow you to eliminate individual
students

Who, in my district, will be performing this task?

(40) Remove ALL Purchase Records without Purchases: run this utility to clean up purchase records
with a 0 quantity. This helps clean up your data

Note: before running this, you have to clear the (50a) FS Alerts if transactions need to be updated
Who, in my district, will be performing this task?

(46) Price Category Audit: run this to update incorrect student Price Categories. Students quite often
have the wrong Price Category, which will cause them to be charged the wrong amount in the cafeteria
line

Who, in my district, will be performing this task?

(21) RESA FS Application Lunch Code Errors: this document provides instruction on running a report in
order to see if there are any issues with the data that’s been entered in any current year applications. It
should be run after processing a number of applications, before monthly reimbursement claims are
submitted, and before the Verification process is started

Who, in my district, will be performing this task?

(22) RESA FS Customer Control vs. Application: in Skyward’s Food Service, there are 2 different areas
that have a customer’s Lunch Code: one is the Application, the other is the Customer Control Record.
When an Application is created, it’s supposed to create a CCR with the same date/Lunch Code, but this
doesn’t always happen. Conversely, there are some processes that take place that update the Customer
Control Record, but this doesn’t always update with the right information. This report will show any
issues where, among other things, the Application Lunch Code is not the same as the Customer Control
Record Lunch Code. This report should be run prior to submitting your claim for reimbursement so that
any issues can be addressed beforehand

Who, in my district, will be performing this task?

(17) Update Student Default Cafeterias: run this to assign students to the appropriate cafeteria if the
student has moved from one building to another
Who, in my district, will be performing this task?
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Monthly: run these reports monthly, after performing the cleanup tasks above, to obtain the

information you need for your reimbursement claim

(34a) RESA FS Monthly Summary Report: this is a RESA custom-created report to use in place of some

of Skyward’s reports. This particular one replaces the Skyward Accuclaim report. It’s similar to Zangle’s

Monthly Food Service Summary and is found on the Custom Reports tab/Reports/RESA FS Monthly

Summary.

e Note: In order to hide the transaction details you'll need to have the (34c) Crystal Viewer

installed on your computer. It should be run with Details on, and saved to your network drive
every month. This is the information you’ll possibly need for future audits

(33) Lunch Code Totals by Day Report: run this to get your student eligibility count for the month

(35) RESA FS Reimbursement Summary by School: provided you gave SIS Team your reimbursement
rates per school, you can run this report to verify it against your reimbursement claim. It will tell you, by
school, what you should be getting from your reimbursement claim, as well as the numbers to report

(37e) Report GSRP Meals: use this to get a monthly total of GSRP student purchases

As available: (08h) Import Direct Cert file

e Best Practice: when you get your list of DC students, it’s not a bad idea to look at the students that
were already free /reduced from an application this year and pull their Food Service Application.
Because they are now DC, you shouldn’t have their app in with your current apps. Example: in
September, a student submitted an application that resulted in him being Income Eligible free (F).
When you run the DC process, you'll get a list of students that were affected. Anyone that has a
current year app with a Lunch Code of F, G, O or R is no longer eligible for Verification and their
application can be pulled from your file

End of September/beginning of October:
e Send out (04a) Expiring Letters
e 30 day expiration process will be run by the RESA the night before students go back to full-pay

October:
e |t's Verification time!
o Refer to the (07) Verification Guide for steps on running your verification
e Run the (33) Lunch Code Totals by Day report to get your Free/Reduced counts for October 31%
e Provide, to your MSDS submission person, a list of students that became (08) Free/Reduced Eligible
After Count Day

November: Verification must be completed by November 15t
January: submit your LEARS report on Verification results

February:

Provide, to your MSDS submission person, a list of students that became (08) Free/Reduced Eligible
After Count Day
|
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Application Related Tasks
e Once per year: Update all exiting letters and templates before sending any out
o Refer to the (03) Application Guide
e As needed: Process applications
o Refer to (03a) What Information is Needed for Which Types of Applications to refresh
yourself
e As needed: (03d) Print application letters

Before leaving for the year:
Refer to (62b) Year End Tasks for Food Service Directors

Before the new school year starts:
Refer to (62c) Year Start Tasks for Food Service Directors
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(62b) Year End Tasks for Food Service Directors

This information is for the Food Service director, or whoever runs the reimbursement reports/student
meal statement reports

In Zangle, the RESA would archive your data at the end of every school year so that we could produce
reports for you in subsequent years if needed. A common example of this would be when parents called
to ask why their student owed money. We could go many years back and view Food Service transactions
and run reports. However, with Skyward, data cannot be archived, and FS transactions are purged at the
end of every year. As a result, you'll need to run, and save, any reports that you might need in future
years. It's not a good idea to print these reports out, as they can be thousands of pages long. If you save
them to a network location, they can be accessed by anyone that needs them in future dates. Make sure
you save them to a location on your network that’s backed up. If you save them to your computer’s hard
drive, and something happens to the hard drive, all data might be lost. If you’re not sure what gets
backed up in your district, ask your IT person

Reports you should run and save:

1. (51a) Payor-Customer Meal Statement: these are the notices that are sent to parents when
they question a student’s account. It’s a good idea to create a template for year-end that
includes ALL customers, regardless of whether or not they have a negative balance. That way,
you have a record of all transactions for every customer. You could also create 3 separate ones
for Negative/Zero/Positive balances.

e Note: you do not want to print these notices out. If you have an electronic copy, you can
then do a keyword search when a particular parent calls, which you can print off just for
that student. The RESA is currently looking into options for saving specific pages to a
separate report to email

2. (34a) RESA FS Monthly Summary: you’ll want to run this report for every month and save it to a
location on your server that’s backed up. If you’re not sure what gets backed up, ask your IT
person where you can save them to. When you run this, don’t hide the details before saving it. If
you have to run reports (like for a later audit), you’ll need to refer back to these reports
Very Important: make sure you run these reports using an Export Method of RPT

3. (33) Lunch Code Totals by Day: you should run this report, effective the last day of the month,
for each month, with Student Names included. This will give you the ability to determine
Free/Reduced eligibility at a later date

4. (15) Payor Balance Summary: run this report as of 6/30 (or your last day there) to obtain a list
of all balances for accounting purposes

5. Any other reports you have a need to reference in future years
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(62c) Year Start Tasks for Food Service

The following is for whoever in your district performs these particular tasks:

[l Email SIS Team with the 30" operating day of the school year. On the 31 day, all students will
revert to Paid if they have not filled out a new application
Completion: ASAP

[J If you're using the (35) RESA FS Reimbursement Summary by School custom report, send SIS Team
your updated reimbursement rates if applicable. Once the rates have been updated, run the report
to make sure they look correct
Completion: ASAP

[1 Look at your (03) Application Guide before processing any applications
Completion: prior to processing any applications

[J Look at your (07) Verification Guide before beginning the Verification process
Completion: prior to starting the verification process

[J If applicable, (53) Update Item Master prices
Completion: prior to the 1 day of school

[1 Have your MSDS submitter (09) Upload an Early Roster file. This is needed in order for new students
to be included in your Direct Cert files. Once this has completed, and the DC file has been refreshed,
you'll want to follow this: (03h) How to load Direct Cert files into Skyward:

Completion: ASAP. The earlier you get the DC students loaded, the fewer applications you'll have to
process

[1 If applicable, (60a) Generate Customer Key Pad Numbers or manually assign (60b) Short IDs
If applicable, run the (60c) Key Pad Numbers Report to obtain a list of short IDs
Completion: prior to the 1** day of school

[J Runthe (46) Price Category Audit utility to update any students that have the wrong Price Category
associated to them. This should be run at least weekly through the month of September, then at the
end of each month thereafter
Completion: a day or so before school starts, and at least once a week through the end of
September

[J If applicable, print new (51a) Student Barcode Labels. Do this at least a few days before school
starts. If there have been changes made with teachers/schedules that affect how homerooms are
assigned, you might find a number of students without, or with the wrong, teacher. If issues are
found, refer your office staff/appropriate person to (59b) Homeroom Information Office Staff
Needs to Know
Completion: ASAP
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[J If you have new cashiers, make sure they have the appropriate permissions set up and that they set
their (54) POS Configuration Options

[J If you got a new computer over the summer, run the (34a) RESA FS Monthly Summary to make sure
that the (34c) Crystal Viewer got reinstalled. If not, ask your IT person to reinstall it for you

[J  Run (17) Update Student Default Cafeterias weekly, through the end of September, to update
cafeterias for any students that have switched buildings — including late retainees, who may have
gone from the middle school back to the elementary
Completion: a day or so before school starts, then weekly through the end of September
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(63) Frequently Asked Food Service Questions

Q: | can’t see all of the reports/utilities/options mentioned in the Food Service documentation. Why?
A: You likely don’t have permissions to whatever it is you're looking for. Contact the person in your
district responsible for assigning permissions and let them know what you need

Q: | don’t understand this numbering schema. What do the a, b, ¢’'s mean?

A: Any document number followed by an a, b, c... means there’s a companion piece to the document.
For example: 34a is the Monthly Food Service Summary. 34c, which shows how to install Crystal Viewer,
is needed in order to filter the 34a report. 34b is the Daily equivalent of the Monthly report

Q: Wow. There’s an awful lot of information in this documentation. Should | print it out?

A: No. All individual documentation is linked to the Summary pages. Therefore, if you find what you
want in the Summary, you can click on it and it will jump you right down to the appropriate spot. Also, if
you have an electronic copy of it, you can do key word searches to look for something specific you might
be having trouble finding

Q: When | click on one of the links in the documentation, it doesn’t take me to the specified area. | just
get a message to CTRL + Click to get to the hyperlink. Why?
A: You have to turn on the option to click on hyperlinks:

1. InWord, in the upper left-hand corner of the screen, click on File

2. From the File Menu, click on Options

3. On the left-hand side of the screen, click on the Advanced tab

4. Uncheck the box to Use CTRL + Click to follow hyperlink:

[ Use CTRL + Click to follow hyperlink

5. Click on OK

Q: | do something referenced in this document, but do it in a different way than what is shown. Do |
have to do it how it's mentioned here?

A: No. If what you’re doing works for you, and you don’t want to change it, don’t. However, over the
years we have come up with different/easier ways to do some things that you may have received
different instruction on in the past. This just provides some alternate options

Q: I'm trying to add/update something in the ltem Master but am getting an error that batch updates
exist. What do | need to do?
A: Before you can make any changes in the Item Master, you must first clear out any (50a) FS Alerts

Q: How can | get a list of Free/Reduced counts?

A: You can get Free/Reduced/Paid/Total counts, broken down by building, by running the (33) Lunch
Code Totals by Day report. With this report, you can select a specific date to get your counts for. You
can also get just summary counts, or include student names

Q: In Print Application Letters, | see these new templates set up that all start with ‘Open Ranges’. What
are these?
|
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A: templates Barb set up to make it easier for when you need to reprint a Free/Reduced letter for an
individual student. Refer to (03j) Printing Application Letters/Copies for an individual student for
details

Q: What report should | use to get my monthly high Free/Reduced counts for my reimbursement claim?
A: (33) Lunch Code Totals by Day: you don’t need to report the highest day for the month for the Free
and Reduced eligibility — you can use this report and run it for the last day of the month. The only
purpose of providing this information is to show that you’re not serving more meals than you should be,
based on your student population and the attendance factor

Q: What do the different lunch codes mean?
A: Lunch Codes:

D = Direct Cert (Free)

F = Income Eligible Free

G = Food Stamps (Free)

H = Homeless (Free)

O = Foster (Free)

R = Reduced
P = Paid

S = Staff

V = Visitor

Q: A parent is asking for details of his/her student’s account. How can | get this information?

A: If it’s turned on in Family Access, the parent can log in and see all purchases and/or payments made
on the student’s account. You can also run the (25a) Payor Customer Meal Statements report, which
will provide a history of the student’s transactions

Q: Cashiers don’t have access to Food Service Customers/Payors, so how can they get details of a
student’s account when a parent is asking?
A: By running the (25b) Payor Customer Meal Statement

Q: | have some Payments | need to record or fix. How do | go about doing this?
A: Refer to the (10) Payments and Account Balances document. This has different scenarios, as well as
details on how to fix them

Q: How long do | need to keep Free/Reduced rosters?
A: Every month you should print/save and retain, for 3 years, a roster of students eligible for
Free/Reduced/Paid school meals. You can get this information by running the (33) Lunch Code Totals by

Day Report

Q: If a student is on an application and then becomes Direct Cert, what should | do with the application?
A: Once the Direct Certification file is loaded, it’s good practice to pull any paper applications that you
may have processed for anyone on the DC list. You'll be able to tell if this is the case from the report that
is generated during the DC load. The top section of the report will tell you what the student’s current
Lunch Code is, as well as the Effective Date of the Lunch Code. If the 30 day carryover has already been
run, any student that appears with an F, G, H, O or R lunch code has a current year application that
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should be pulled. Before the 30 day carryover is run, any student that shows a current lunch code of F,
G, H, O or R AND has a current year effective date should have their application pulled

Q: Can | email the notices of eligibility when | process applications?
A: Email may be used to notify households of their eligibility status. Skyward, starting with the 16-17
school year, now offers this option. Refer to (03k) Emailing Application Letters for instruction

Q: What's the earliest | can process an application for a new school year?
A: Applications for a given school year cannot be signed or processed prior to July 1% of that school year

Q: What's the rule about household eligibility and extending benefits?

A: If anyone in a household is eligible for Food Stamps, everyone in the household is eligible. This applies
to DC as well. You may be a multi-millionaire and your unemployed brother comes to stay with you. If
his children are DC, yours qualify as well. If mom and boyfriend live together, and boyfriend’s kids are
eligible, so are moms.

Q: Should | restart my application numbers every year — starting with 1?

A: You should not restart your application numbering system from one year to the next. The reason for
this is that you might have a student on application #14, which is a Paid application. Now, the New Year
starts and you start over numbering your apps starting with 1. You enter a new application, for a
different student, with a number of 14. You now have two different students, on 2 different
applications, with the same number. It’s hard to differentiate/troubleshoot when this happens

Best practice: include the school year with the application number. This information is often helpful
when troubleshooting issues. Example: last year’s app was 15-16: 202. If the family reapplies, the next
school year’s app would be 16-17: 202

Q: I'm processing applications and printing the notices out. However, | notice that the parent/guardian
that’s printing on the letter is not necessarily the person that submitted the application. Why?

A: When you process an application, there’s nowhere you tell the system who the applicant is.
Skyward’s Food Service is designed to print application letters based on who the first person is that’s
listed in a student’s Family 1 record. So, for example, student lives with mom half the week and dad half
the week. Mom is listed as Family 1, Guardian 1, and dad is listed in Family 2, Guardian 1. Dad fills out
the application, which results in a Free status. When this application letter is printed out, it’s going to
have mom’s name and address on it, as she’s listed first in the student’s family. Mom is then going to
get the results of dad’s application. As of this time, there is no solution for this. Just be aware of it...

Q: When should | edit an application versus creating a new one?

Answer: Edit: if a mistake was made when entering an application — whether it was on your part or the
applicants, Edit the existing application and make the correction. When you do this, whatever change
you make will be effective based on the application’s effective date. Be aware that you should not make
changes that will affect previous month claim numbers. For example, if the September claim was already
submitted, and you realize a student should have been Free but was showing as Reduced, editing the
application will change September claim numbers

Creating a new application: you’re going to create a new application when circumstances have changed,
which might result in a change in eligibility. Example: student was Reduced, but the family lost one
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source of income. Circumstances have changed, so you want to create a new application, which will be
effective as of the new application’s effective date

Q: Should | be backdating the Direct Cert files?

A: Yes, just be aware of the following: let’s say you create an application for a student with an effective
date of 9/20, which results in a Reduced status. The new DC file comes out on 9/22 and has an Effective
Date of 9/18. When you load this DC file, it will overwrite your Reduced application, but does not update
the Customer Control Record. The end result is that the application will show Free and the Customer
Control Record will show Reduced. The student will continue to be charged the Reduced amount. A
ticket has been submitted to Skyward to address this

Q: How do | know if a student’s application is the current one?

A: in Zangle, applications expired. If the student was Free or Reduced, and a new application wasn’t
turned in the next school year, his/her application expired. As a result, not all students had a
current/active application. Furthermore, if the family never submitted an application, and the student
wasn’t on the DC list, they had no application at all. However, in Skyward, every customer — adult and
student alike — has an application. These applications are always in effect until a new application is
submitted or the 30 day carryover process is run. They never actually ‘expire’, they just aren’t in effect
anymore once a new application is created. There also can’t be ‘overlapping’ statuses like there were in
Zangle. Whatever the top listed application is in Skyward is the current one

Q: If I’'m backdating an application, which dates should | backdate — the Effective or the Application
date?

A: When processing an application, make the Application Date the same as the Effective Date. We've
run into issues in the past when these weren’t the same

Q: | sometimes get popup messages that | don’t understand. How should | handle these?

A: It's very important that you read, and understand, any pop up messages you get in Food Service.
Selecting a wrong option can have very unintended consequences. Refer to (06a) Messages You Get
during the Application Process or (55) Messages you get in the POS System. If you still don’t know what
to do or don’t have time to look it up, take a (58) Screenshots from within Skyward and address it when
you have time

Q: Why do | see some applications with an application number that says Correction?

A: When creating an application to correct an issue, type Correction for the application number. This
helps identify that there was an issue that was fixed by creating an application. For example: for
whatever reason, a student account was created with a Staff lunch code. Create a Paid application for
the student, enter the word Correction for the application number, and comment at the bottom what
happened

Q: The income eligible application I’'m processing has multiple pay frequencies. How should | process the
income?

A: If a household has only one source of income, or if all sources are the same frequency (all weekly, all
bi-weekly), do not use conversion factors. If a household has multiple pay frequencies, the correct
method is to annualize all income
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Q: There’s a question about something that happened in the Lunch line. How can | see who rang what
up?

A: By running the (41a) Purchase Transactions Log Report or the (41b) Payment Transactions Log
Report

Q: | rang up a bunch of transactions today, but when | enter my cash drawer amount in the Sales Activity
report, it tells me there is no activity to report. Why?

A: You're running the Sales Activity report with the wrong register selected. Go back into the POS and
click on the Configure button to see what you were logged into

Q: What can be emailed to parents from Skyward’s Food Service?
A: As of this time you can only email (14) Payor Balance Notices and (03k) Emailing Application Letters

Q: I’'m printing negative balance notices and certain staff members aren’t appearing on it. Why?
A: By default, staff accounts are set to not print notices. Run (13) Change Payor Balance Indicator to
change all accounts to print notices

Q: A student has an application in Skyward that shows he should be getting Free meals. However, he’s
being charged for his meals. Why?

A: In Skyward, an application is only a means to calculate a Lunch Code. Once it’s calculated, it creates a
matching Lunch Code in the Customer Control Record. It's the CCR that determines what a student is
charged for meals, not the application. While they’re supposed to match, they don’t always. Call SIS
Team to troubleshoot until you’re comfortable with what you’re doing in the Control Records

Q: How can | put limits or messages on a student’s account?
A: You can use a (43a) Wanding Message on the student’s account, or (43b) Stop ALL Purchases or ALL
ala Carte Purchases

Q: A student has a Direct Cert application, which is current for this school year. The student is now
Homeless. Do | need to process a new application for him?

A: No. The only purpose of processing an application in Food Service is to make the student F/R eligible
when they qualify. If they’re already Free, regardless of the reason, you don’t need to process another
application

Q: | have way too much in my Food Service reports options. I'd like to get rid of anything | don’t use.
How can | get them removed?

A: Contact the person in your district responsible for assigning permissions and ask that the options you
don’t need to be taken out of the 000>FS Director permissions group

Q: Why shouldn’t | clone DC applications from one student to another?
A: Because this can cause issues if the student you’re cloning to already has an application with the
same date or later. There are other issues as well, so it’s not recommended
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Q: Someone is using the wrong FS ID in the line and purchases are being recorded on an account that
belongs to someone else. How can | figure out who’s making these purchases?
A: (43a) Wanding Messages: you can add a message to the account being used, instructing the cashier

to verify who the customer is

Q: | have a scenario not covered in any of this documentation and/or | don’t know what to do about.

What should | do?

A: let SIS Team know. If you have a scenario/question not covered, it’s probably applicable to someone

else as well

Q: | found something in this documentation that doesn’t seem right, or is just plain wrong. What should

| do?

A: definitely let SIS Team know. Many changes were made during the creation of this documentation
and it would be surprising if something wasn’t wrong somewhere.

Q: What do | do with a direct certification student that the parents don’t want to receive the benefit?

A: Per Skyward: Add a new application for this student. You don’t need to add the income information
or household size. Just make the application full pay. | the note are record that the student is direct
cert but the family has declined the benefit. For the Effective date of the application use the date the

parent declined the benefit.
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Webstore Payments Log @ O ?
Search Ranges
0 search a component of a payment transaction
Gonfirmation Nuber: (overrides Payment Date renges) —
o High - —
Payment Daik; 107311201 g T/

 Usz payor name key filtering

Customer Name Key: rerrirrirrd 1) Us= customer name ey fitering

Views: Genersl v | Hlimrs: | *AlL Mebstore Pmyment Log Rezzros v Yo D
ReguesiDates | ReqTme|Subsys | Payment Ssts | Trens Conttir | Comp Conthee Py
735 SUCESS. | 13e72361 1 Jufie Schatzberg
0 0 SUCCESS 13972840 Bathany Gadd

SUCCESS 13975155
0 SUCOESS 13976132
SUCCESS 13976132
0 SUCCESS 13976279
SUCCESS 13977210
o success 13077241
SUCCESS 13977814

» | 14 recorcs displayed Request Date:
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(64) Web Based Workstation Requirements

The following comes from Skyward, and provides information on minimum workstation requirements
for running Skyward. These requirements are as of February, 2016:

Updated 10.23.2014 www.skyward.com

Recommended Browsers
Skyward recognizes the diverse Operating Systems, Devices, and Internet browsers our customers
are using. While we want every customer to have the best possible experience, we recognize that it
is impossible to develop applications that work identically, efficiently, and effectively with all
browsers and versions. We also recognize that testing on every browser version and device
combination is no longer possible as many new browser versions are deployed on aggressive weekly
or bi-weekly schedules.
Skyward supports the following Web Browsers:
e Chrome
e Firefox
¢ Microsoft Edge
e Internet Explorer

e Note: we have discovered that quite often options don’t appear that should when using Internet

Explorer. The RESA does not recommend using this as your browser choice

e Safari

General Workstation Requirements

e 1024x768 resolution or higher is required for the core products and 800x600 resolution or
higher is required for the Family/Student/Employee Access portals.

e For Internet Explorer users Skyward recommends a 3rd party spell checker add on such as
iespell or speckie. All other supported browsers include an inline spell checker.

o Skyward Web Based Food Service Point Of Sale (POS) must meet the following minimum

hardware requirements: Dual Core 1.6GHz or faster with RAM: 1 gigabyte (GB) (32-bit) or
2 GB (64-bit)

e Skyward recommends using a PostScript printer with Adobe Acrobat Reader loaded on the client

e Skyward does not support beta versions of Operating Systems or Web Browsers.

e All system requirements are subject to change based on product version.
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Minimum Web Browser Requirements for the Student Management Suite and School Business
Suite Web Based Applications (Includes Family/Student/Employee Access portal requirements).

Operating System Supported Browser List

Windows Workstation Browsers

Windows Vista SP2 Chrome (current version!)
Firefox (current version?!)

Internet Explorer 9
Windows 7 SP1 Chrome (current version!)
Firefox (current version?)

Internet Explorer 11
Windows 8.1 Chrome (current version!)
Firefox (current version?!)

Internet Explorer 11
Windows 10 Chrome (current version!)

Edge (current version?!)

Firefox (current version?!)

Internet Explorer 11
Windows Server Browsers

Windows Server 2008 SP2 Chrome (current version!)
Firefox (current version?!)

Internet Explorer 9
Windows Server 2008 R2 SP1 Chrome (current version!)

Firefox (current version?!)
Internet Explorer 11
Windows Server 2012 Chrome (current version!)
Firefox (current version?!)
Internet Explorer 10
Windows Server 2012 R2 Chrome (current version!)
Firefox (current version?!)

Internet Explorer 11

Mac 05 X 10.6 through Mac 05X 10.11 Chrome [current version!)
Firefox (current version?!)
Safari 5 through Safari 9
Chrome OS Browsers
Chrome 0S5 (current version?!) Chrome (current version!)
Windows & Mac Office 2003/ 2007/ 2010/ 2013 / 2016
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Feature

Access through your mobile device

Mobile access to your Skyward Student Data

Mobile access to your Business and HR Data

Maobile access for all users

Access to all of your Skyward modules

Minimum Requirements for the Skyward Mobile Access Application. The Skyward Mobile
Access App is available for installation on any Apple i0S, Microsoft Phone, or Google Android
based device. To use the Skyward Mobile App simply Install the App and start using!

Benefits

Free app is available to download through the
iTunes App store, Microsoft Phone Store,
Google Play, or Amazon Appstore.

Works with your iPad, iPod Touch, or iPhone
Works with your Android mobile devices
Works with Microsoft Phones

Saves your login and password for fast, easy
access protected by a PIN number.

Have immediate access to a student's
emergency medical information

View a student’s picture, schedule, attendance,
or general information

See all your accounts, requisitions, POs,
insurance information, and paychecks

Parents, students, teachers, counselors,
principals, and business office staff - all users
can be given access to Skyward Mobile Access.

Have access to student, finance, human
resources, My Print Queue, and Family Access
software as well as your product setup so you
can view reports that are in your queue
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Minimum Requirements for the Skyward SMS Mobile Web. Skyward SMS Mobile allows users to
access Skyward on almost any web enabled device using the devices web browser. To use the SMS
Mobile Web just point your devices web browser at your Skyward URL and start using!

Skyward recognizes the diverse Mobile Operating Systems, Devices, and Internet browsers our
customers are using. While we want every customer to have the best possible experience, we
recognize that it is impossible to develop applications that work identically, efficiently, and
effectively with all browsers and mobile 0S versions. We also recognize that testing on every
browser version and device combination is no longer possible as many new browser versions are
deployed on aggressive weekly or bi-weekly schedules. While the Skyward mobile web applicatior
should work on most standard web enabled mobile device, Skyward specifically supports current
versions of the following mobile operating systems using the device's default browser:

« [0S
* Android
+ Windows Mobile

If an issue is discovered with one of the recommended mobile operating systems listed above,
please report it to Skyward Support so that our development team can review the issue.

Feature Benefits

Access through your mobile device Compatible with most mobile devices including
smartphones and tablets.
Recommended operating systems i05, Android,
and Windows Mobile.

Mobile access to your Skyward Student Data When seconds count, have immediate access to

a student's emergency medical information
View a student's picture, schedule, attendance,
or general information

Mobile access to your Business and HR Data See all your accounts, requisitions, POs,
insurance information, and paychecks

Maobile access for all users Parents, students, teachers, counselors,
principals, business office staff - all users can
be given access to SMS Mobile

Access to all of your Skyward modules Have access to student, finance, human
resources, My Print Queue, and Family Access
software as well as your product setup so you
can view reports that are in your queue
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(65) Income Eligibility Guidelines

This document is typically for the person providing audit information for the AR audit and shows how to
get the current Income Eligibility Guidelines from Skyward

From the 000 entity, click on the Food Service tab

From the Food Service module, click on Setup/Codes

Click on Income Eligibility Guidelines

Click on the Filter Options button

Select the school year you need to get the income guidelines for and click on Apply Filter
Drag the window so you’re able to see all Free and Reduced options

In the upper right-hand corner of your screen, click on the camera icon

NoukwNeE

BN - IR I

8. Once the process has completed, click on View Report
9. You'll now see a screenshot of the Income Guidelines that you can print out

Note: keep in mind that you might not have permissions to see the Income Eligibility Guidelines. If not,
contact the person in your district responsible for assigning permissions and tell them what you need

Note: if income eligible applications are submitted with different payment frequencies, Skyward
converts all income to a yearly amount. If income eligible applications are submitted with all income
sources having the same frequency, for example, weekly, Skyward does not convert the incomes to a
yearly amount. It keeps them at the weekly (in this example) amount
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(67a) Data Mining Food Service Report Options

This document is for anyone that needs specific Food Service information. It covers the reporting
options found within Data Mining specific to Food Service. If a report doesn’t currently exist in Food
Service or Custom Reports that has the all the information in it you need, you may be able to get the
information from a Data Mining Report

Within Data Mining, which is a module outside of Food Service, the following information can be
reported on:
Application Number:
Bar Code Date:
Bar Code Number:
Cafeteria:
Cafeteria Code:
Control:
o As of Date:
Effective Date:
Lunch Code:
Lunch Code Desc:
Payor Alphakey:
Payor Name:
Price Category Code:
o Price Cateogry Desc:
e Current Lunch Code:
e Current Payor — Alphakey:
e Current Payor — LFM:
e Current Price Category:
e Daily Ala Carte Limit:
e Food Service Notes:
o Note Category Code:
Note Category Description:
Note Comment:
Note Created By:
Note Date:
Note Description:
Note Entity:
Note Protect (Y/N):
o Note Type:
e Key Pad Number:
e NSF Checks:

O O O O O O

O O 0O O O O O

o Amount:

o Check Number:
o Date:

o Entity:

o Entity Name:
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Name on Check:
Notes:
Paid:
Paid Date:

o School Year:
e NSF Non-Sufficient Funds:
e NSF Notes:
e NSF Stop Check Payments:
e Optional Benefits:
Payor Address:
Payor City, State Zip:
Payor’s Balance:
Previous Lunch Code:
Stop Ala Carte Purchases:
Stop All Purchases:
TANF/Food Stamp Nbr:
Wanding Msg 1:
Wanding Msg 1 Code:
Wanding Msg 2:
Wanding Msg 2 Code:
Wanding Msg 3:
Wanding Msg 3 Code:

O
O
O
O
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(67b) Food Service Customer Views Options

This document is for anyone that needs specific Food Service information. It covers the different
information that can be found within the different Food Service Customers views

When you go to the Customers section in Food Service, there are different views available. Each view
has different information that you can see on the main screen in Customers. You can create custom
filters in any of these section to see only the particular information you want

——RayarCustomar-Maintenance -...  sstup
Customers - CU
Family/Household - FA
Payors - PA
Reports - RE

o o i

In Food Service Customers, there are 3 different ‘Views’ available

4\ Customers iy

Viejvs: Hilters: E
Customer Purchases
1 Primary Payor I

(Useful) information found in each of the Food Service Customer Views:
Customer Information view:

e Last Name:

o  First Name:

e Grade:

e (Café:

e Lunch Code:

e Price Category:

e Key Pad Number:

Why do | care about this? Perhaps you want to obtain a list of all students in KG that has their Key Pad
Numbers on it and what building they’re enrolled in. You could create a filter that says: show me only
active students, in Kindergarten, and include the students Café and Key Pad Number. These results can
then be exported to Excel

Move |Label Display Width |Low Value High Value

Last Name [ 1o0% | | i |
& |Fist | 100%] | |l |
< |s [ 100%| |3 | [a | Reset
< |or [ 100%| |KkG | kG | Reset
< |cafe [ 100% | | [zzzz2z |
| Key Pad Number [ 100%| | -9,999,999,999.99| | 9,999,999,999.99|
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Customer Purchases view:

Last Name:

First Name:

Grade:

Café:

Lunch Code:

Price Category:

Key Pad Number:
Current Year Purchases:

The only difference between this view and the previous is that this one includes a column indicating

whether or not a customer has made a current year purchase

Why do | care about this? From this view you can set up a filter, as an example, that says “show me all
active 9™ — 12% graders who have made a cafeteria purchase this year. From this, you could easily see
what percentage of your population eats in the cafeteria

Move (Label Display Width |Low Value High Value
Last Name 100%
& |First ] 100%
& s 7l 100%)| |3 a Reset
< |cre 7] 100%)| | Checked/Yes Reset
& |or ] 100%) [jog 12 Reset

Primary Payor view:

Last Name:

First Name:

Grade:

Café:

Lunch Code:

Price Category:
Phone Number:
Address:

Prior Year Balance:
YTD Payments:
YTD Purchases:
Last Payment:

Last Payment Date:
Current Updated Balance:

With this view, you can see summary payment/purchase information for a specified customer
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Why do | care about this?

You might want to see what a student’s starting balance for the year was, which you can then compare
to their current balance. Many districts want to know this information for the year-end, since negative
balances cannot be forwarded to the next year

& |er [ 100%] || | |7z777777777777777777 |
¢ |Lc | 100%| || | [77777777777777777777 |
« | Prior Year Balance [ 100%] | -9,999,999,999.99| | 9,099,999,999.99]
« | Current Updated Balance [ 100%] | -9,999,999,999.99| | 9,099,999,999.99]
< |Middle ] || 100% | | [77777777777777777777 |
% |s O | | 100%| [a I |
Results:
4l Customers w
Views: Primary Payor ~ Filters: test
Prior %ear| Current Updated

Last Mame & Gr LC Balance Balance
1 P Abbott 04 H -4.00 42.50
2 » Aboussouan]fi 08 P 0.75 .75
3 P Acre 03 P -2.00 11.35
4 » Adair nz2 D Q.00 0.00
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(67c) Food Service Payor Views Options

This document is for anyone that needs specific Food Service information. It covers the different
information that can be found within the different Food Service Payors views

Just like there are different views available in Food Service Customers, there are different options
available in Food Service Payors:

(Useful) information found in the Food Service Payors views:
Payor Information view: this is the same information that’s found in the Food Service Customers
Primary Payor view
e Last Name:
o  First Name:
e Prior Year Balance:
e YTD Payments:
Current Updated Balance:
YTD Purchases:
Last Payment:
Last Payment Date:
Phone:
Address:
Lunch Code:
Effective Date: the date the current lunch code became effective

Applications view:
e Last Name:
e First Name:
e Application Date:
o Effective Date:
e HH Size:
e Lunch Code:

Customers view:

e Last Name:
First Name:
Café
Lunch Code:
Price Category:
o Key Pad #:

e Grade:

Payment History view: this view displays the last 3 payments recorded on a customer’s account. It
includes the following:
e Last Name:
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First Name:

Year:

Payment Date:
Payment (amount):
Check #:

Café:

Historical Customers view: there isn’t anything noteworthy in this view
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