Cheat Sheet (Food Service) (Classic)

Last Modified on 12/14/2025 8:45 pm CST

Deposit (Household) | Deposit (Single Patron) | View One Patron's Transactions | New Transaction |
Void Transactions | Adjustments | Balance Transfers | Flags | Block Ala Carte Items or Checks on
the POS Terminal | PIN Report | Negative Account Balance Report | Transaction Summary Report
(Production Counts) | Transaction Detail Report (Journal of Transactions) | End of Day Report
(Drawer Counts) | Deposit Report (View Entered Checks, etc.) | Audit Report (When Transactions
Look Wrong) | View Student Details (Phone Numbers, etc.)

The instructions in this cheat sheet apply to the Classic look of Campus.

Deposit (Household)

Quick Steps

Go to Census > People.
Select Household, enter the name, and click Go.
Select FS Deposit tab and click the New Deposit button.
Select All to split the payment evenly or select a household member.
Enter the Payment Amount, then complete one of the following tasks
o To split the payment evenly between patrons, click Fill.
o If there is a student in the household that is not receiving part of the deposit or the
deposit is split unevenly, manually enter the amounts.
Do NOT Click FILL. The amount entered for each patron must equal the amount
entered in the Payment Amount field.
6. Select the Payment Method and Payment Location.
Click Save.
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Step Action Example

Detailed Steps
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http://kb.infinitecampus.com/#deposit-household
http://kb.infinitecampus.com/#deposit-single-patron
http://kb.infinitecampus.com/#view-one-patron's-transactions
http://kb.infinitecampus.com/#new-transaction
http://kb.infinitecampus.com/#void-transactions
http://kb.infinitecampus.com/#adjustments
http://kb.infinitecampus.com/#balance-transfers
http://kb.infinitecampus.com/#flags
http://kb.infinitecampus.com/#block-ala-carte-items-or-checks-on-the-pos-terminal
http://kb.infinitecampus.com/#pin-report
http://kb.infinitecampus.com/#negative-account-balance-report
http://kb.infinitecampus.com/#transaction-summary-report-production-counts
http://kb.infinitecampus.com/#transaction-detail-report-journal-of-transactions
http://kb.infinitecampus.com/#end-of-day-report-drawer-counts
http://kb.infinitecampus.com/#deposit-report-view-entered-checks-etc
http://kb.infinitecampus.com/#audit-report-when-transactions-look-wrong
http://kb.infinitecampus.com/#view-student-details-phone-numbers-etc

Step Action

1

Go to Census > People.

Select Household, enter the name, and click Go.

Select FS Deposit tab and click the New Deposit
button.

Select All to split the payment evenly or select a
household member.
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Example

Index Search

Search Campus Tools

System Administrator
District Resources

» Student Information
¥ Census

My Data

Staff Request Processor

People

Households

Index Search
Household -
Advanced Search

1
Wembars  Food Pamens
Y sevooeost [ nseeon [Fooe e
Thse Member

All *Payment Amount

Smith, AdamR | - [
Smith, Derrick

Office Payment
*Payment Method
® cash () CheckieCheck () Credit/Debit Card




Step Action

5 Enter the Payment Amount, then complete one of
the following tasks

e To split the payment evenly between patrons,
click Fill.

e [f there is a student in the household that is
not receiving part of the deposit or the deposit
is split unevenly,
manually enter the amounts. Do NOT Click
FILL.

The amount entered for each patron must
equal the amount entered in the Payment
Amount field.

6 Select the Payment Method and Payment
Location.
7 Click Save.

Deposit (Single Patron)
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Example

Member
All -
*Payment Date *Payment Amount
100062017 73] 50.00
Payment Type

Office Payment
*Payment Method
cash ) CheckieCheck () CreditDebit Card

Comments

OR
Deposit Detail
Member

All -
*Payment Date *Payment Amount
10062017 E 100 $
Payment Type

Office Payment
*Payment Method

cash () CheckieCheck () CreditDebit Car

o

*Payment Location

Deposit Distribution For Baldwin, Les wc <
Account# |Deposit %
308

Deposit Distribution For Baldwin, Tan
Account# |Deposit %

378

Member
All -
*Payment Date *Payment Amount
100062017 73] 100
Payment Type

Lifice Bavment
*Payment Method
Cash () CheckleCheck () Credit/Debit Card

o

*Payment Location




Quick Steps

1. Click the Search tab.

2. Select All People, enter the name,
and click Go.

3. Select the patrons name then click
the FS Deposit tab.

4. Click New Deposit.

5. Enter the Amount.

6. Select the Payment Method
and Payment Location.

7. Click Save.

Example

FS Deposit School Choice Credentials Qverrides Fees

E MNew Deposit

Deposit History

| Type | Credit

1D History

Net | $75.00
* Balance | 5465.25
*Date *Amount
05/20/2014 75| $
Payment Type
Office Payment
Payment Method

1@ cash ) CheckieCheck () CreditDebit Card
Ci

*Payment Location
*Default -

Do not accept check
D Aarons, Samantha L

View One Patron's Transactions

Quick Steps

1. Click the Search tab.

2. Select Account, enter the name, and click Go. If
you don’t know the student's last name, enter a

comma, space, and then the first name.
3. Click on Account # (not name).
4. Click the Journal tab.

New Transaction

Example

Search Resuls: 34

Nowewing page 1 0f2
g -
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Quick Steps Example
1. Click the Search tab. EECAE  Joumal
2. Select Account, enter the
name, and click Go. ot s [Pt
3. Click on Account # (not
Post | ™ | Description | Patron |# |Debit | Credit | Run Balance|
name). 04/01/2016 04/0742016 Starling Balance P
. Balance 1 $3958
4. Click thejournal tab. 0412912016 018 Adam Smith
. ; Chef Salad 1 s2s50
5. Click New Transaction. 537.08
6. Fill in all required fields. )
7. Click Save. ‘ ;
| Net| 250 | 3958 |
\ Current Balance|  37.08 |
v
Transaction Detail
*Customer *Application *Date Time
Adam Emith ‘Middle School 42012016 |
*Location *Service Payment Method Reference #
POS-1 - Lunch 301 -
Description
Transaction ltem List
Entry Type Purchasable tem Quantity  Amount
@ pebit ) Credi Lunch Meal (Sec) - 1
© pebit ) credt e
9 Debit ) Credit -
() pebit ) Credit -
) pebit ) Credit hd
Void Transactions
Quick Steps Example

Click the Search tab.

Select Account, enter the name, and click Go.
Click on Account # (not name).

Click the Journal tab.

Click the transaction you want to void. You must
select the transaction. After you select the
transaction, the Void TX button displays.

6. Click Save.

vk whnHE

Adjustments
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Accountnfo Journal

To tomeorr A

DateType FostDate v

Post |TX | Des:

| Patron

[# |Debt _|Credt | RunBalance]

1 $75.00

Void Reason
Scanner Reconcilaton v
Descritior

Weal entered in ermor.




Quick Steps Example
1. Click the Search tab. Accountinfo  Journal
2 Select Account enter the H MNew Transaction Print H Transfer
. Journal Period
name, and CIICk Go. From 08/17/2016 [75| To 08172018 (T3] Date Type PostDate w
3. Click on Account # (not
Post ™ Descriptio Patr # |Debi | Credt | Run Bala
name)- nanmmﬁl D&fﬁrzmﬁlslarlingﬂanlance [Fation 2 | L& [fun nwi
. Bala 1 $0.00
4. Click the journal tab. 0BATIZNE  08MT/2016 e ben smith
. - “ogurt 1 3075
5. Click Adjustment. 5075
6. Fill in all required fields. i
1 4 L3
7. Click Save. e
Current Balance| 075 |
r
*Customer *Type *Date *Amount
“smith, ben + Write-Off - 08172016 [T5] § 075
*Description
Cashier error I
1
Quick Steps Example
1. Click the Search tab. Accomtimo ] doamal
B MNew Transaction Print

N

Select Account, enter the name, and
click Go.

Click on Account # (not name).

Click the Journal tab.

Click Transfer.

Enter the Account # of the person
RECEIVING the money and the Amount.
7. Click Save.

ouv e W

Flags

Journal Period

From |5i01/2018 E|

Date Type | PostDate

Post | ™ | Description | Patron |# |Debit | Credit | Run Balance
050112016 05/01/2016 Starting Balance -
R S -y ORI 1. | P
4 »
/ Net| 0 [ 5000 ]
I Current Balance|  50.00 |

Transaction Detail

*Transfer To Account # “Amount I
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Infinite f;@
C

ampus

Quick Steps Example
g y
1. Go to Student Information > I Search Howe, Austin
Genera/ Grade: 2 #91132140 DOB: 01M5(2005 Gender M
Student v Lockers Craduation Ahlefics AdHoc Letters Waiver R
2. SeIeCt. Student, enter the name, e Summay  Enolments  Schedue  Afendance ard
and click Go. Advanced Search Save Delete New Documents
3. Select the student then click the Student Flag Editor
Flags tab Search Resufs: 1 mn,m‘“ End Date Eligibilty Start Date ¢
4. Cllck New 02 Howe, Austin #31132140 [01/15/200
5. Select Food Service Alert in the
Flags dropdown list.
6. Enter in a Start Date as 7/1/YYYY e
Food Service Alert -
or 8/1/YYYY. “Star Date End Date
. 181017 7 i
7. Enter a User Warning. (40 MWWJ 3
Character maX) Allergic to Peanuts
8. Click Save.
Participation Detalks
w.“-"‘; Student Number

& Balance Info

i

Totak $52.05

Block Ala Carte Items or Checks on the
POS Terminal

Quick Steps

N

ok Ww

Click the Search tab.

Select Account, enter the student's last
name, and click Go

Click on Account # (not name).

Click the Account Info tab.

Select the patron's name.

Mark the Block Check Deposit and/or
Block Ala Carte checkboxes.

Click Save.

Example

Account Info

Save

Account Info
Account

+1(2] Smith, Andrew

Journal

Cashier PIN

Location School
Default

Point of Sale Identification - Smith, Andrew

Auto Gen Manager PIN Auto Gen Account PIN Auto Gen
4127
District Wide:

Block Check Deposit  Block Ala Carte Block Concessions Single Purchasable  Daity Limit

&) Restriction .00

O

Comments

- Modified by: Unknown
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e
PIN Report

Quick Steps Example

Index Search PIN Report

Go to Point of Sale > Reports > PIN Report
Select PIN Report. e

¥ Reports
P Patron Type © stugents ) Staff () Students and Staff

Adjustment Report

Select your School. 8
Select one of the following Sort Options.

tments R

P wnNH

School Year 1718 +

Al
€C

DepositReport

o Patron Name - Pick this option if you

End of Day o -

want a master list. o

CTRL-click or SHFT-cick 10 select muiple

© Patron Name ) Account Number ) Student/Staff Number © Homeroom Teacher
tem Summary Patron N Account Number () Student/Staff Number © H Teach

o Homeroom Teacher - Pick this option if

Patron Balance Account Status @) active () inactive © Al

nclude Accourt Balance ]

PINReport ReportFormat @ ppr () csv

you have homerooms in your school to
get a list sorted by teacher. —
5. Click Generate.

Negative Account Balance Report

Quick Steps Example
1. Go to Point of Sale > index searen

The Low Balance Report wil list account balances for student, staff and/or generic accounts based on criteria selected
Reports > Patron Balance.
VWWhich type of report would you like ?
2 Select LOW Bala nce v Reports FDDHWDE Low Balance Report -~ |

Adjustment Report Which school and period would you like to include in the report?
Report. P EETTT——

School Year 17-18

¥ Point of Sale -

Backdated Adjustments Ri

3. Select your School. A3 Hoc Fter -
Cashier Report Summary Type ©@ paity ) Period () Month
4. Enter -.01 as the Max DepositReport Dats wnEnT T

Edit Check

Balance. —
Elgioify “Iraid ¥|Reduced [¥IFree [¥)non-Reimb & Adut
5. Click Generate Report.

Funds Transfer
Item Summary Sort Option © Patron Name () Grade & Name () Balance () Account Number

Account Status © A 3]
Journal Batch 9 sctive () inactive () All

Show All Patrons on Account [
[oiTET D Include End Dated Patrons ]
PIN Report Include Patron Eligibility

Transaction Detail Helci S @ ppF ) gy

on S | |
Transaction Summary Generate Report Submit to Batch

Transaction Summary Report
(Production Counts)
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Quick Steps

1. Go to Point of Sale > Reports
> Transaction Summary.
Select your School.

Select All Services.

Mark the Include
Purchasable Detail
checkbox.

Click Generate Report.

Example

Cashier Report
Deposit Report
Edit Check
End of Day
Funds Transfer
Item Summary
Joumnal Batch M
Patran Balance
PIN Report

Transaction Detail

Vioids Report

Balance Letter Wizard
¥ Account Maintenance

Account

POS Preferences

POS Account Messenger

POS Account Messenger g

Add Account

‘Select the School(s) to be included on the report
SortBy © name ) Number

& Carter Middle o
176 Cleveland Elementary

300 Ciinton Secondary

105 Fillmore Widdle School -

GTRL-click or SHI Flick o sefect muttpte | All

Index Search . nsaction Summal
R — This report prints patron summary information, transaction summary information and purchasable tem detai information.
Search Campus Tools b =4 The input date/month must be within the range of calendar year's start date and end date.
Pointof Sale Students who are marked with No Show wil not be included in enroliment count
b The data contained in this report can be used for Monthly Claims submission
~Reporis .
This report s time intensive when selecting muliple schoals.
Report
Audit Report
Which school and period would you like to include in the report?  Select the service to include on the report.
Backdated R A

School Vear 718 -
‘Summary Type iy O ©
(il theinl) Whoih (Elementary AM Express
oate 1027 [
Date Type. ransaction Date ' PostDate.

Vihich type of report would you like to generate?

Group By
Include

Patron () Grade

udent and Adut () Student () Adult

"1 nclude tem Category Detail
Include Purchasable Detai
["] obssrve State Exclude

Format (@ pDF Report () Comma Separated Vales (CSV)

Generate Report Submt to Bateh

Transaction Detail Report (Journal of

Transactions)

Quick Steps

1. Go to Point of Sale > Reports >
Transaction Detail.

2. Choose the Terminal.

3. Click Generate Report.

Example

Index

e Campus Tools

¥ Point of Sale
*Repors
Adjustment Report

Audit Report

search .

This report prints the daily transactions’ detail information group by POS terminal

- Which date would you like to include in the report?

Date 101217 [T

Date Type @) Transaction Date

) post Date

Which POS would you like to include in the report?
(CTRL-click or SHIFT-click for muttiple selection)

Cashier Report
Deposit Report
Edit Check
End of Day
Funds Transfer
ltem Summary
Journal Batch

Patron Balance

PIN Report

Backdated Adjustments R

Transaction Summary

Harrison High -
CAFETERIA SERVE

.

T
HHS-POS2

PO5-1

SERVER

E Jackson High School

CAFETERIA SERVE -

[ Generate Report |

[ Submi to Batch

m
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Infinite

Cam%@

End of Day Report (Drawer Counts)

Quick Steps

1. Go to Point of Sale > Reports >
End of Day.

Select the Terminal on the right
side.

Mark the Transaction Detail a
Cashier Detail checkboxes.

Click Generate Report.

Deposit Report
etc.)

Quick Steps

Example

Index Search

~ Point of Sale

v Reports

fjustment Report
AuditReport

Backdated

End of Day Report

This report prints & daly transaction summary cashiers can use to reconcile their drawers.

nd

Cashier Report
Deposit Report

Funds Transfer

- bale omenT Which POS would you like to include in the report?
(CTRL-click or SHIFT-click for mutiple selection)
Serving Period Py p
Afterschool ERVER
Breakfast \Warrisan High
o Cumid CAFETERIA SERVE |
R Sort Type @ cashier ) Terminal
Transaction Detall (7] gpou
Cashier Detall —_— =
SERVER 2
CTRL-clck or SHIFT-cick to select muttiple:

(View

Example

Entered Checks,

Go to Point of Sale >
Reports > Deposit Report.
Select your School.

Clear the Online Payments
checkbox.

Click Generate Report.

Index Search

¥ Point of Sale
¥ Reports
Adjustment Report
Audit Report

Backdated Adjustments Ry

Cashier Report

Edit Check

End of Day

Funds Transfer

Item Summary
Journal Batch

Patron Balance

PIN Report
Transaction Detail
Transaction Summary
Voids Report

Balance Letter Wizard

Deposit Detail Report

This report prints the deposit transaction details from the date selected. There are three sources
where deposits are made: online, in office and meal serving line. Deposit location is not used to report
POS Deposits. POS Deposits are reported based on the location of the serving line where the deposit
was made.

Which school and period would you like to include in the report?  Select Deposit Locations
All Locations =
School Arthur Elementary - “Default
chool Year LS ERES \Arthur Elementary
AES Office
_ . . AES-Drop Box
Summary Type © paiy ) Period ) Month
Date 10112017 75
Date Type (@ Transaction Date ( Post Date

Which type of report would you like to generate?

Group By © Location ) Household

Sort Option @ pepositType ) Transaction Time

Payment 1 oniine] ¥ i Office POS Deposit

Report Format @) poF () c5v

I[ Generate Report ]I | Submit to Batch

Audit Report
Wrong)

Quick Steps

(When Transactions

Example
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Quick Steps

1. Go to Point of Sale >
Reports > Audit Report.
Select the Item(s) you
want to report.

Click Generate Report.

Example

Search Campus Tools (=]
» Paint of Sale a
¥ Reports
Adjustment Report

Audit Report

Backdated Adjustments R
Cashier Report

Deposit Report

Edit Check

End of Day

Funds Transfer

ftem Summary

Journal Batch

m

Patron Balance
PIN Report

Transaction Detail

Index Search

This reportis used to audit the possible wrong transactions that occurred within the selected period. There are 2 types of auditing
that users can select from the audit type option

Audting by Transaction Quantity: Find the transactions having quantity for one ftem == the input quantity:

Auditing by Cash Sale: Find cash sale transactions having cash amount == the input amount

‘Which school would you like to include in the report?  yyhich Purchasable items would you like to include in the report?
‘CTRL-click or SHIFT-click to select mutiiple

Alltems A
Adutt Lunch
Apple Slices.
Breakfast 7-12
Breakfast K-5
Brar Bk

Bror Bsk2

[ FErmm—
GoGurt L

HS Hot Lunch
Latte-5

School
School Year

District (All Schools) =
17-18 =

Summary Type @ paily

riod fonth

I

Date 104172017 73]

Date Type.

Audt Type

Lh-veg 7-12
Lunch 46
Lunch 7-12
Lunch K-3

| Generate Report | ‘Submi to Batch L s

Win Quantiy

View Student Details (Phone Numbers,

etc.)

Quick Steps

1. Go to Student
Information > General.

2. Search for the student
and click Go.

3. Click the student's
name.

Example

Index

Search -

Student -

Advanced Search

Anderson, Joshua

Search Results: 1

05 Anderson, Joshua G #622958 [01/09

Anderson, Joshua G
Grade: 05 #622958 DOB: 01/09/2007 Gender: M

Lockers Gradualion Alhletics AdHoc Letters Waiver Records Transfe

Summary Enroliments Schedule Aftendance Flags Grades Tr

E Person Summary Report E Person Summary Report w/ Picture E Print Mailing Label
Person Information

PersoniD

1916

Name Hickname

ZAnderscn,

Joshua Gustaf

Gender Race Ethnicity

" State Race/Ethnicity:  5:White, not

Hispanic

Federal Designation: ~ Mo Data
Race(s):
Hispanic/L atino: No Data
Race/Ethnicity
Determination:

Birth Date (Age: 10)

01/09/2007

Student Number State ID

622558 5587733

Person GUID

C2857022-0948-4A70-B50D-2BFEE6052452

Comments.

- Modified by: Administrator, System 10/1 22017 11:42

Mailing Addresses

Primary Address €20 RICE CREEK TER NE , METRO CITY, MN 55123 Wap

Andreson *Primai

Household Phong (555)555-1234

Address 620 RICE CREZK TER NI , METRO CITY, MN 55123 Wap

Hame | R (grade) | Phone(s} | Email
Anderson, Jack A Sibling 16-17 Fillmore Middie School (08)

Anderson, Joshua G Salf 17-18 Arthur Elementary (05)
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