Household Food Service Deposit
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Household Food Service Deposit Field Descriptions | Add a Deposit for One Household Member |
Make a Deposit for All Household Members | Void a Household Food Service Deposit Transaction

Tool Search: Household Food Service Deposit

This functionality is only available in districts that have purchased Campus Point-of-Sale as an
add-on functionality.

The Household Food Service Deposit screen allows a district to enter new deposits, void existing
deposits and review account balances for any patron in a household. In general, this tool is used to
manage deposits made to student accounts.

All members of the household will be shown in the Household Member Deposits List editor.
However, only the members who have Food Service accounts will appear in black text and have a
Deposit Detail editor to track their deposits. Members of the household who do not have an
account are shown in gray text.

When a new deposit is to be added to a household, the funds may be dispersed in a variety of
manners:

Funds may be distributed based on the setup of deposit percentages saved for the household.
Funds may be equally distributed among patrons.

Funds may be unequally distributed among patrons.

All funds from the deposit may be distributed to one patron.

To view the details of an existing deposit, click on the deposit in the Deposits Detail editor. The
details cannot be edited, as they are read-only.

The Do not accept check area of the Check editor displays a checkmark for household members
who should not be allowed to pay with a check. Please see the Create an NSF Block article for
more information.
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Household Food Service Deposit v Census > Households > Household Food Service Deposit
Chamberlaine ID:3017 Phone: (612)555-3017

New Deposit Setup Deposit NSF Block

Household Member Deposits List

»
»

Name NSF Birthdate Elig Grd # Amount
Chamberlaine, Ethan -
Chamberlaine, Felicia 0112712012 09 2 $75.00
Chamberlaine, Kallum 05/14/2009 10 2 $75.00

Chamberlaine, Sandy

-

Net 4 $150.00
Deposits Detail For Chamberlaine, Felicia -
Date Description Type Credit
06/12/2025 CC $25.00 A

Field Descriptions

Household Member Deposits List Editor

Column Definitions

Header

Name Name of household member.

NSF An "X" in the NSF (No Sufficient Funds) column indicates the district has had to

collect money from this patron. This is a visual flag to warn staff members not to
accept checks from this person.

Birthdate The birth date of the household member.

Elig(ibility) The discounted meal status (free or reduced) of the individual. If the student
does not qualify for free or reduced meal purchases, this column will be blank.
If a student's eligibility should NOT be viewed by cashiers processing meal
purchases the Eligibility setting of the POS Preferences should be disabled.

Grd (Grade) Grade level of the household member.

# (Number)  Total number of deposits given for that household member.

Amount Dollar amount of the deposit.
Net The net total of deposits. If a deposit has been voided, this total will reflect that
adjustment.

Deposits Detail Editor
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Column Definitions
Header
Date Date on/for which the transaction was posted.

Description Comments on the transaction, as entered by the user. If the deposit has been
made by a parent/student through use of the online payments, this field will
indicate the payment method (e.g., Visa, Checking Account, Savings Account").

Type The type of deposit: Cash, Check or CC (Credit Card).

Credit The amount of the deposit credited to the patron.

Net The net total of deposits. If a deposit has been voided, this total will reflect that
adjustment.

Add a Deposit for One Household
Member

To specify a deposit for only one individual within the household:

e Select the Click to add a new deposit link on a patron's Deposits Detail editor, OR
¢ Click the New Deposit icon from the action bar and select the name of the individual patron
from the Member field.

Page 3



Household Food Service Deposit v¢

Census > Househeolds > Household Food Service Deposit
New Deposit Setup Deposit NSF Block Save
DU, Jedline w LR E-100) A = UL
Smith, Manuel J 09i0 A1) 0 50.00
Net 4 $200.00
Deposits Detail For Smith, Gregg +
Date Description Type Credit
081172020 CHECH 580.00
08/11/2020 CASH 580.00
| Clickto add a new deposit | | ot | $160.00
Deposits De or Smith, Jeanne M + R
Deposit Detail
*Payment Amount

)

Payment Method
® cash O checkecheck O CrediDebit Card

Deposit Distribution For Smith, Gregg J

Account # | Deposit % | Balance |Amount ‘I
12338 80 $160.00
Deposit Detail Editor

Deposit Detail Editor Field Descriptions

Fields/Iltems Definition

Member The name of the household member to whom the deposit should be applied.
"All" is the default selection, allowing the funds to be dispersed among the
members of the household.

Payment Date for which the deposit should be recorded.

Date

Payment Total value of the deposit.

Amount
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Fields/Iltems Definition

Fill (Clear) This button allows the funds entered in the Payment Amount field to be
dispersed among the members of the household listed at the bottom of this
editor. If deposit percentages have been assigned, the Fill button will
automatically split this amount as indicated in the Deposit % column. If no
deposit percentages exist, the funds will be dispersed equally among all
members of the account.

After this button has been used and the funds have been distributed, the name
of this button will change to "Clear" and will allow the user to clear the

distribution.
Payment This field will auto-populate with the value "Office Payment" when the deposit is
Type made through this tool. If the deposit has been made by a parent/student using

the My Cart tool in Campus Parent or Campus Student, this field indicates that
the payment was made "Online."

Payment Payment method used for the deposit: Cash, Check/eCheck or Credit/Debit
Method Card. When "Check/eCheck" is selected, the Check Number field will appear. If
"Credit/Debit Card" is selected, the Reference Number field will appear.

Comments User-entered details on the deposit that will display in the Description column
of the Deposits Detail editor of each member's individual account information.

Payment Location at which the deposit was entered.
Location

A Deposit Distribution editor will appear for each account attached to the household:

Column/Field Definition
Account # The number of the household member's food service account.

Deposit % The percentage of each household deposit that should be distributed to the
account. If a number does not appear in this column, household deposit
percentages have not been established (through the Setup Deposit icon in
the action bar).

Balance The current balance of the account.
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Column/Field Definition

Amount This is the amount of the total deposit listed in the Payment Amount field that
will be applied to this account.

If the Fill button has been used, this field will be auto-populated with a specific
amount:
¢ If theDeposit % column contains a value, the Amount field will reflect
that value as a percent of the Payment Amount field (e.g., if the Deposit
% field has a value of "40" and the Payment Amount field has a value of
"100," the Amount field will contain a value of "40").
¢ | f the Deposit % column does not contain a value, the Amount field
will reflect a value that is an equal division of the Payment Amount field
dispersed among all accounts of the household (e.qg., if there are 2
accounts attached to the household, and the Payment Amount value is
"100," each Amount field will contain a value of "50").

If the Fill button has not been used, or if the auto-populated amounts
should be adjusted, the Amount field may be manually edited.

Make a Deposit for All Household
Members

Entering a Payment Amount and clicking the Fill button will auto-divide the amount among the
accounts. If deposit percentages are established, the Payment Amount will be divided accordingly.
If deposit percentages are not set up, the Payment Amount is dispersed equally among accounts.
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Household Food Service Deposit v¢

Census > Househelds > Househeold Food Service Deposit

Setup Deposit NSF Block Save

Household MeWgber Deposits List

Hame F Birthdate Elig Grd # Amount
Smith, Gregg J 10141968 X 2 $160.00
Smith, Jeanne M X 191967 X 2 $40.00
Smith, Manuel J 0 2005 X 0 $0.00
Net 4 $200.00

Deposits Detail For Smith, Gre§g J +
Deposits Detail For Smith, Jeann +

Deposit Detail
Member

Al v
*Payment Date *Payment Amount

v |5

Payment Type

Office Payment

*Payment Method
® cash (O checkieCheck O CreditDebit Card

Comments

*Payment Location

[ Roosevelt A l

Deposit Distribution For Smith, Gregg J

Account # |Deposit% | Balance |Amoun1 |

12339 80 $160.00 a0.00

Deposit Distribution For Smith, Jeanne M

Account # |Deposit% | Balance |Amount |
12340 20 $40.00 20.00
Check

Do not accept check
Smith, Manuel Jackson
Smith, Gregg Juel

-~ Smith, Jeanne Marie

=

. Select the New Deposit icon from the action bar. The Deposit Detail editor will appear.

. Select "All" from the Member field. If the deposit should only be attributed to one member,
select his/her name from this field instead.

. Enter or select a Payment Date.

Enter a Payment Amount.

. Select a Payment Type.

N

U AW
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» Click here to expand...

Payment Description
Method
Cash Select Cash.

Check/eCheck The Check # field displays when you select this option. Enter the Check
#.

Credit/Debit If your district does NOT use Online Payments or a Desktop Card Reader,
Card enter the Reference #.

Credit/Debit » Click here to expand...

Card (Mobile 1. Click the Process button. The Card Present Processing window
Payments App) displays.

Card Present Processing X

Subtotal $50.00
Service Fee $1.75
Total $51.75
Processing Mode:

Mobile Payments App v

Select a Device: (Required)

I

Email Address for Receipt
Must be a valid email similar to "user@example.com”

[ user@example.com

Sendiosee

2. Select Mobile Payments App in the Processing Mode field.

3. Select one of the mobile devices configured for Campus Payments
from the Select a Device field. For details on setting up the mobile
app to take payments, see Mobile Payments Setup for Office
Payments.

4. Enter an Email Address if the cardholder would like a receipt.

5. Click Send to app. It will then appear as a Pending Transaction on
that mobile device. You may need to tap Refresh for the transaction
to appear.

6. Tap Submit Payment.

7. Use the card reader to either tap, swipe, or read the chip in the
card. When payment is complete, a confirmation message displays
on the app. In Campus, a card present receipt display.
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Payment Description
Method

Credit/Debit » Click here to expand...

Card (Manual 1. Click the Process button. The Card Present Processing window
Entry) displays.

Card Present Processing x

Subtotal $50.00 1

Service Fee $1.75

Total $51.75

Processing Mode:
Manual Entry v

I All fields below are required.
Card number
1234 1234 1234 1234 (0]

Expiration date

MM / YY

Security code

Submit Payment

2. Select Manual Entry in the Processing Mode dropdown list.
3. Fill out the following fields.
= Card Number
= Card Expiration
= Security Code
= Full Name
= Country or region
= Address
= Email Address for Receipt
4. Click the Submit Payment button. If the transaction is successful,
the receipt displays and you can print the receipt from your
browser. A receipt is emailed if an email address was entered in the
Email field. This email is not included in the Sent Message Log.

Card Present Receipt x

Payment Successful

Date: 06/26/20254:23 PM _ Reference #:
pi_3ReNGLAIdZAFFZrR110XZTkr
FEE NAME AMOUNT

Chamberlaine,

Kallum $s0.00

10th Grade PSAT Prep
Service Fea: $1.75
Total: $51.75

Payment Method: VISA 4242

5. Click the Close button. The payment displays below the fee(s) with
the type and date of the payment, the amount paid in the Credit
column and Balances and Totals updated accordingly.

6. Enter additional details in the Comments field. This text will be displayed in the Description
column of the Deposits Detail editor.
7. Select a Payment Location to indicate where the deposit was entered.
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8. Verify the Amount. If necessary, this field can be manually edited.

9. Click the Fill button to disperse the Payment Amount among the accounts. The dispersal
amount will automatically appear in the Amount field of each member's account Deposit
Distribution editor.

Void a Household Food Service Deposit
Transaction

1. Expand the Deposits Detail editor of the proper patron within the household.

2. Select the deposit transaction to void.

3. Click the VoidTransaction icon in the action bar. The Deposit Void editor will appear.

4. Select a Reason for voiding the deposit.

5. If desired, enter a Description for the void. Text entered in this area will show up in the
Description column of the Deposits Detail editor.

6. Click Save to void the transaction.

7. Click Yes on the pop-up window to finalize the void.

Upon reopening the Deposits Detail editor for the patron, the Date of the reversed transaction will
appear in bright red text, indicating that it was voided. The Date of the original transaction will
appear in dark red text.
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Household Food Service Deposit v

Census » Households » Household Food Service Deposit

New Deposit Setup Deposit NSF Block

Void Transaction

Household Food Service Deposit v

Census » Households > Household Food Service Deposit

New Deposit Setup Deposit NSF Block Save

Smith, Gregg J 10M14/1968 X 3
Smith, Jeanne M K 08M9M967 X 3
Smith, Manuel J 09/03/2005 X 0
6

Deposits Detail For Smith, Gregg J
Date Description Type
091812020 CASH
08M1/2020 CHECK
08M11/2020 CASH

Deposit Void

Reason for Void

[ Scanner Reconciliation ¥ ]

Description

[Depus'rt Made te Wroeng Account

5240.00 ~
$60.00
$0.00

Credit
530.00
530.00
530.00

L]

Voiding a Transaction
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