Infinite ;

Cheat Sheet (Food Service) (New Look)

Last Modified on 09/26/2024 3:49 pm CDT

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 New Look look of Campus.

Deposit (Household)
Quick Steps

Go to Census > Households > Household Food Service Deposit.
Click Open Household Search.
Enter and then select the name of the Household.
Click the New Deposit button.
In the Member field, 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.
7. Select the Payment Method and Payment Location.
8. Click Save.

oOuv e wWwNHE

Step Action Example

Detailed Steps
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http://kb.infinitecampus.com/#deposit-single-patron
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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

Infinite (=

Campus

Step Action Example

1 Go to Census > Households > Household Food
Service Deposit.

Households

Add Household

Census Wizard

Household Information
Household Addresses
Household Fees

Household Food Service Deposit
Household Members

Household Payments

Household Food Service Deposit PRy ————r——
Nohousehokd seected oo~

2 & Enter and then select the name of the Household.
3

AHousehold is needed to use
this tool

Household Food Service Deposit %7 e Voot > ¥

avess
[ o [

Household Member Deposis List
i 00

3 Click the New Deposit button.

o coon

o o o

Deposits Detad For Abegg, Colton
Deposits Detal For Abegg, GissaJean A
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Step Action

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

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)

Example

Deposit Detail

Member

Abegg, Colton
Abegg, Glissa-Jean A
Abegg, Harrison
Abegg, Lillian

bek O CredivDebit Card
Abegg, Ryo W

“Payment Amount

Deposit Detail
Member

All v

“Payment Date

09/05/2024 B

“Payment Amount

Payment Type

Office Payment

*Paymant Method
@ cash O CheckleCheck O CreditDebit Card

OR

Deposit Detail
Member
All v

“Payment Date

s |8y

Payment Type

Office Payment

“Payment Method
® cash O CheckieCheck O CreditiDebit Card

Comments

( )

“Payment Location

Deposit Distribution For Abegg, Colton

“Payment Amount

Account # ‘ Deposit % ‘ Balance

\Amount

5753 $-250

Deposit Distribution For Abegg, Ryo Wi|

Account # ‘ Deposit % ‘ Balance

607 $37.00

Deposit Detail
Member

All v
“Payment Date

ovosans &

Payment Type

Office Payment

*Payment Method
® cash O checkieCheck O CredivDebit Card

Comments

“Payment Amount

[“Payment Location
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Quick Steps

1.

Go to Census > People > Food
Service Deposit.

Click Open Person Search. If the
search has already been used, it will
automatically open.

Enter and then select the name of
the student.

Click New Deposit.

Enter the Amount.

Select the Payment Method

and Payment Location.

Click Save.

Example

Depos

“Date

Payment Ty,

Comments

09/09/2024 |

Food Service Deposit ¥¢

Abegg, Dylan V [} Student #: 171900001 DOB: 09/15/2007 Counselor: Joy Counselor
5 Medical Condition(s) & HS Graduation ~ && Custody Restriction Ml Peer Tutor
4. All On-site

Save Documents
it History

escription Type Credit

Net 50.00
Balance $104.30

New Deposit Detail

pe

Office Payment

Payment Method

@ cash O checkieCheck O CreditiDebit Card

(

Check

“Payment Location

WNHS

™ 504 Student

View One Patron's Transactions

Quick Steps

1.

Go to Food Service > Information > Account

Journal.

Click Open POS Account Search. If the search
has already been used, it will automatically open.
. Enter and then select the name of the student. If
you don’t know the student's last name, enter a

comma, space, and then the first name.

appear with the Transaction List.

New Transaction

Example

Account Journal ¥z

Journal Period

,,,,,,,,, e

Food Servie > I fommation

“Acoount Journal

. Click the Account. The Account Journal screen will
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Quick Steps

1.

vl

Void Transactions

Go to Food Service > Information >
Account Journal.

Click Open POS Account Search. If
the search has already been used, it
will automatically open.

Enter and then select the name of the
student. If you don’t know the
student's last name, enter a comma,
space, and then the first name.

Click the Account.

Click New Transaction.

Fill in the required fields within
Transaction Detail.

Click Save.

Quick Steps

1.
2.

Example

Account Journal v¢
Account 5661

Ne 0 10430
Current Balance 10430

Transaction Detail

“Date Time

v [omse2s [ [

[oronsvemn +
tomins Sovin

Paymnt Mothod

Transaction Item List
Entry Type, Putchasable liem
© et Ocrtt (v
®oun Ocean [+

B

© pepit O Gredit

®pesit O credit

B

® Debit O Credit

Foo

d Service

Information

‘Account Journal

Go to Food Service > Information > Account Journal.
Click Open POS Account Search. If the search has
already been used, it will automatically open.

Enter and then select the name of the student. If you
don’t know the student's last name, enter a comma,

space, and then the first name.
Click the Account.

Click the transaction you want to void. You must select
the transaction. After you select the transaction, the

Void TX button displays.
Click Save.

Adjustments

Example

Account Journal ¥¥
Account 5661

Account # 5661

Name
Dylan Victor Abegg

Journal Period

o =)

Transaction List
Post ™ Description
82712024 812712024 Starting Balance

09126/2024 09/26/2024
Cash Payment

Grade

11

7o (osenns |49)

Dylan Abegg

Date of Birth
091512007 171900001

Oate Type [Postate ¥

1 $104.30
1 200

it Credit  Ru

Student Number

n Balance

$106.30

Copyright © 2010-2024 Infinite Campus. All rights reserved.

Page 5




Quick Steps

vl

Go to Food Service > Information > Account Journal.
Click Open POS Account Search. If the search has
already been used, it will automatically open.

Enter and then select the name of the student. If you
don’t know the student's last name, enter a comma,
space, and then the first name.

Click the Account.

Click Adjustment.

Fill in the required fields within the Adjustment
section.

Click Save.

Balance Transfers

Quick Steps

1.

b

Go to Food Service > Information > Account
Journal.

Click Open POS Account Search. If the search has
already been used, it will automatically open.
Enter and then select the name of the student. If
you don’t know the student's last name, enter a
comma, space, and then the first name.

Click the Account.

Click Transfer.

Enter the Account # of the person receiving the
money and the Amount.

Click Save.

Flags

Example

Account Journal ¥¥

Account 5661

Account # 5661
Name
Dylan Victor Abegg

Journal Period

From (o704 |13

Transaction List

alance
0912612024 09/26/2024.

Post s Descripi
812712024 82712024 Starting Balance

Grade.

11

o (cszeaoas [

Patron

Dylan Abegg

Cash Payment

Date of Birth  Student Number
091512007 171900001

OateType [PostDats + |

# Debit  Credit  RunBalance
1 $10430
1

00
5106 30

Example

Account Journal v

Account 5661

Transaction List

Post ™ Description
8/27/2024  8/27/2024 Starting Balance

alance
09/26/2024 0912612024
Cash Payment

Patron

Dylan Abegg

# Debit  Credit  RunBalance
1 §104.30

1 $2.00
$106.30

Transaction Detail

“Transfer To Account #
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Quick Steps

1. Go to Student Information > General >
Flags.

2. Click Open Student Search. If the
search has already been used, it will
automatically open.

3. Enter and then select the name of the
student. If you don’t know the student's
last name, enter a comma, space, and
then the first name.

4. Click the student's name.

Click New.

6. Select Food Service Alert in the Flags
dropdown list.

7. Enter in a Start Date as 7/1/YYYY or
8/1/YYYY.

8. Enter a User Warning. (40 character
max)

9. Click Save.

vl

Example

4. All On-Site

Student Flag Editor
Flag Start Date
NHS 07/2412023
Custody Restriction 0612472024

... P —

(5 Flags ¥
Abegg, Dylan V (2} Student #: 171900001 Grade: 11 DOB: 09/15/2007 Counselor: Joy Counselor
% Medical Condition(s) X HS Graduation & Custody Restriction MMPeer Tutor @ NHS ™ 504 Student

ts

EndDate - Eligibility Start Date - Eligibility End Date.

Peer Tutor 07/01/2024
504 Student 07/01/2024

Student Flag Detail
“Flags 1 This image wildisplay next o the students name.
(Food Service Alert ]
;Slan Date End Date . Eligibility Start Date Eligibility End Date
0301202¢ |49 ( (=} ( (=]} ( [=]]

User Warning

2

Participation Details

Block Ala Carte Items or Checks on the

POS Terminal

Quick Steps

1. 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.

7. Click Save.

N

ouv e W

PIN Report

Example

Account Info

n Save

Account Info
[ Account

+H(C] Smith, Andrew

Journal

Cashier PIN Auto Gen

Location School

Point of Sale Identification - Smith, Andrew

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

Default

Block Check Deposit  Block Ala Carte

Block Concessions  Single Purchasable  Daity Limit
Restriction 0.00

Comments

- Modified by: Unknown
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Quick Steps Example

Index Search PIN Report

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

v Reports

Patron Type © students ) staff ) Students and Staff
Adjustment Report

Select your School. .

eport
School Arthur Elementary -

Select one of the following Sort Options. T

A
DepositReport ol

o Patron Name - Pick this option if you AR

PwnNH=

want a master list. ons ranetr CTRL-dick or SHFT-cick o slect muiple

o Homeroom Teacher - Pick this option if P ———

Patron Balance Account Status  © Active () inactive () Al

you have homerooms in your school to

Transaction Summary

get a list sorted by teacher.
5. Click Generate.

Negative Account Balance Report

Quick Steps Example

1. Go to Point of Sale > index Searcn
The Low Balance Report will list account balances for student, staff and/or generic accounts based on criteria selected
Reports > Patron Balance.
Which type of report would you like to generate?
2. Select Low Balance *Regors [Resetyze  ow Bance Repor I

Adjustment Report Which school and period would you like to include in the report?
Re pOI‘t Audit Report Ehnnl Arihur Elementary -

School Year 17-18

* Point of Sale -

Backdated Adjustments R1

3. Select your School. ) -
Cashier Report Summary Type © paily () Period () Month

4. Enter -.01 as the Max DapositRepor bate Tt ]
Edit Check

Balance. st
e Trant Elgibiky ¥Ipaid ¥ Reduced [¥]Free [¥]on-Reimb & Adut
. unds Transfer
5- CIICk Generate Report {tem Summary Sort Option @ patron Hame () Grade & Name ) Balance () Account Number
Account Status © active O inactive O Al

Journal Batch

Show All Patrons on Account [
(i ETE Include End Dated Patrons. =
PIN Report Include Patron Eligibiity

Report Format © poF ) oSV

o s
Transaction Summary Generate Report Submi to Batch

Transaction Detail

Transaction Summary Report
(Production Counts)

Quick Steps Example
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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

Search Campus Tools

Index Search .
]

v Point of Sale

nsaction Summa

This report prints patron summary information, transaction summary information and purchasable tem detail information.
The input date/month must be within the range of calendar years start date and end date.

Students who ars marked with No Show will not be included in snrolment count

The data contained in this report can be ussd for Monthly Claims submission

¥ Reports
P This report s time intensive when selecting mutiple schools,
Report
Audit Report
i Which school and period would you like to include in the report? Select the service to include on the report.
Backdated Ri A

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

School Year 17-18 +

‘Summary Type Daiy O Period ) Month

Elementary AM Express

Date 10112017 [75]

Date Type. ransaction Date () Post Date.

Vihich type of report would you like to generate?

GroupBy (@) patron () Grade
Include

udent and Adut () Student () Adult

[ inciude item Category Detail
["] obssrve State Exclude
Format @ poF Report () Comma Separated Values (CSV)

Generate Report Submt to Bateh

Transaction Detail Report (Journal of

Transactions)

Quick Steps

Example

1. Go to Point of Sale > Reports > Index Searcn

2.
3.

Transaction Detail.
Choose the Terminal.
Click Generate Report.

earch Campus Tools
¥ Point of Sale
*Reports
Adjustment Report
Audit Report

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

Patron Balance

PIN Report

Backdated Adjustments Ry

Transaction Summary

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

= Which date would you like to include in the report?
Date 10112017 75|
Date Type

Transaction Date ) Post Date

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

CAFETERIA SERVE

.

T
HH5-PO52
POS-1

m \7acksan High School
CAFETERIA SERVE o

|[ Generate Report ]l [ Submit to Batch

m
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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 and
Cashier Detail checkboxes.
Click Generate Report.

Example

~ Point of Sale

¥ Reports

Audit Report

Backdated

Index Search

Adjustment Report

End of Day Report

This report prints a daily transaction summary cashiers can use to reconcile their drawers.

Cashier Report
Deposit Report
Edit Check

Funds Transfer

A i Tomzer ) Which POS would you like to include in the report?
S bl {CTRL-click or SHIFT-click for multiple selection)
Senving Period Al - Sample i
Afterschool SERVER
Breakfast Harrison High
o B CAFETERIA SERVE
R Sort Type © cashier () Terminal
Transaction Detail [] gpoy
Cashier Detai S

SERVER
CTRL-click or SHIFT-cick to select multiple.

Generate Report Submit to Batch

Deposit Report (View
etc.)

Quick Steps

1.

Example

Entered Checks,

Go to Point of Sale > Index Search

Reports > Deposit Report.
Select your School.

Clear the Online Payments
checkbox.

Click Generate Report.

¥ Paint of Sale

v 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
Vioids Report

Balance Letter Wizard

Deposit Detail Report

This report prints the deposit transaction details from the date selectsd. There are three sources
wihere deposits are made: online, in office and meal serving line. Deposit location is not used to report

g POS Deposits. POS Depostts 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 -
Is:nnm Arthur Elementary - I Defoult
chool vear T-18 = lArthur Flementary
AES Office

_ _ - AES-Drop Box
Summary Type @ paily () Period ) Month

Date 1001172017 E

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] ¥ in office POS Depost

Report Format (@) poF () csv

I[ Generate Report ]l | Submit to Batch

m

Audit Report (When Transactions Look
Wrong)

Quick Steps

Example
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Quick Steps Example

1. Go to Point of Sale > e e
X Search Camps Tools @ This reportis used to audt the possible wrong transactions that occurred within the selected period. There are 2 types of auditing
Re orts > Aud/t Re ort. that users can select from the audit type option
p p . ¥ Point of Sale - Auditing 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
2. Select the Item(s) you TR
Adjustment Report
a n t tO re 0 I’t Audit Report ‘Which school would you like to include in the report?  yyhich Purchasable items would you like to include in the report?
W p . ‘CTRL-ciick or SHFT-click to select mutiple
Backdated Adjustments Ri School District (Al Schools) - Alltems S
H SchoolYear  17-18 = Adutt Lunch
3. Click Generate Report. Cashier Report preeiy el
— Breakfast 7-12
Deposit Report Summary Type (@ Daily () Period () Month Breakfast K5
Edit Check ———— |BrorBsk i
Date 1012017 [75) Bror Bsk2 r
End of Day
[ Fmm— |
Funds Transfer DateType @ () Post Date Lrlnokz
GoGurt L
ftem Summary HS Hot Lunch
AudtType @ quantty ) Cash Sale Latte-5
Journal Batch = LN-veg 7-12
Patron Balance . Lunch &5
Min Quantity Lunch 7-12
PIN Report Lunch K-3
WX -
Transaction Detal | Generate Report | ‘Submi to Batch

View Student Details (Phone Numbers,
etc.)

Quick Steps Example

‘Summary [ T—————

1. Go to Student Information > General > Summary. S
2. Click Open Student Search. If the search has pesattarsin
already been used, it will automatically open.

3. Enter and then select the name of the student. If
you don’t know the student's last name, enter a
comma, space, and then the first name.

4. Click the student's name.

Father Spparent [ S
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