Infinite ;

Cheat Sheet (Food Service) (Classic)

Last Modified on 10/22/2022 9:49 am 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 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.

v whHE

N

Step Action Example

Detailed Steps
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Campus

Step Action

1

2

3

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.

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
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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)

Example

Member

All -
*Payment Date *Payment Amount
100062017 73] 50.00
Payment Type
Office Payment
*Payment Method
cash () Check/eCheck () 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
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Quick Steps Example

1. ClICk the Seal‘Ch tab FS Deposit School Choice Credentials Overrides Fees 1D Histon
2. Select All People, enter the name, B occuments

and click Go. e G e | Crodt

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

4. Click New Deposit.

5. Enter the Amount. et 7500

Balance 48,

6. Select the Payment Method ¥ ‘ =

.

and Payment Location. e ~Amount

. 05/20/2014 75| ]
7. CI'Ck Save. Payment Type
Office Payment
Payment Method

Cash ) CheckieCheck ' Credit/Debit Card
Ci

CHECK

*Payment Location
*Default -

Do not accept check
Aarons, Samantha L

View One Patron's Transactions

Quick Steps Example

1 CI. k h S h b — Search - Accountinfo | Journal
' Ic t € earc ta ' BNszransamun Print aTransfsr Bmusmem

2. Select Account, enter the name, and e e |
[ransactiontist |

lick =
C IC GO. Post ™ | Description | Patron |# |Devit | Credit |Run Balance
seancn Resuls 3¢ .| owosrz017 oamsrzon7 System Administrator -
RollBun Moast 1 s
Nowviewing page 1 of2 Entrée whieal TSt 21010
. ) ' 2| [> og092017 0082017 System Administrator i
if you don’t know the student's last e s 1 s
ommoz017 oanarz017 System Administrator
Elementary Lunch 1 s
name, enter a comma, space, then the
0810812017 0810812017 System Administrator
f' Smith, Andrew #151000001 [0f SlemertaryLunch Tosn 520405
irst name. ) 081092017 0010812017 System Administralor )
ss
Example
, Amber

3. Click on Account # (not name).
4. Click the Journal tab.
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New Transaction

Quick Steps Example
1. Click the Search tab. GO  Joumal
2. Select Account, enter the
name, and click Go. ot pe. [P ]
3. Click on Account # (not
Post | ™ | Description | Patron |# |Debit |Credit | Run Balance|
na me). 040172016 0402016 Starting Balance -
. Bala 1 53958
4. Click the Journal tab. 0412012016 018 e Adam Smith
. . Chef Salad 1 s250
5. Click New Transaction. $37.08
6. Fill in all required fields. )
7. Click Save. < :
\ Net| 250 [ 3958 |
\ Current Balance|  37.08 |
v
Transaction Detail
*Customer *Application *Date Time
AdamSmith Middle School - 42912016 [T
*Location *Service: Payment Method Reference #
POS-1 - Lunch 301 - -
Description
Trangaction Item List
Entry Type Purchasable ftem Quantity  Amount
@ pebit ©) Credit Lunch Meal (Sec) - 1
©) pebit ) Credit -
@) pebit ) Credit -
© pebit ) Credit -
@ pebit x

Void Transactions

Quick Steps

1.
2.

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.

s

You must select the transaction. After you
select the transaction, the Void TX button
displays.

Click Save.

Adjustments

Example

Account Info Journal

E New Transaction

Journal Period

void TX | B4 Print

To 10/M2017 [H

DateType PostDate ~

Transaction List
| Deseription

|# |Debt

| Credt | Run Balance|

Balance

1012017 10A1/2017

912017 911172017 Starting Balance

575.00

Void Reason.
Scanner Reconciiaton v Q

Heal entered in error.
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Quick Steps Example
1. Click the Search tab. Accountinfo  Journal
2. Select Account’ enter the HNewTransacﬂon Pnnt HTransfer

Journal Period

name, and click Go.
3. Click on Account # (not

From 08/17/2016 [75| To 08172018 (T3] Date Type PostDate

na me) ) P;;:mmﬁ |T;(8M7r2|]16 | ;:_:i:l::h;:hnce | Patron |# |Debl |Credl | Run Baianch
4. Click the journal tab. 0BATIZNE  08MT/2016 e ben smith 1 o
5. Click Adjustment. e b 075
6. Fill in all required fields. i
7. Click Save. L e :
Current Balance|  -0.75 |

*Customer *Type *Date *Amount
smith, ben Write-Of ~ 08172016 [Tr] S 075
*Description

Cashier error

Balance Transfers

Quick Steps Example
1. Click the Search tab. Accountinol)  Hourmal
B MNew Transaction Print
2. Select Account, enter the name, and Journal Period
click Go From [si01/2016  [75) Date Type | PostDate |
3. Click on Account # (not name). Post [T Descrpion [Patron [# [Debt |Credt  unBaance
05/01/2016  05/01/2016 Starting Balance -
4. Click the Journal tab. S O et e el
5. Click Transfer. ) -
6. Enter the Account # of the person [ e ane
RECEIVING the money and the Amount. v

Transaction Detail

. *Transfer To Account # *Amount
7. Click Save. ——— 000

Flags
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Quick Steps Example

1. Go to Student Information > I Search Howe, Austin
Genel‘a/. Grade: 2 #91132140 DOB: 01M5(2005 Gender M
Student M Lockers Graduation Ahletics AdHoc Latters Waiver R
2. Select Student, enter the name,
) (g A Summary Enroliments Schedule Aftendance G,
and C“Ck GO. Advanced Search Save Delete New Documents

3. Select the student then click the
Flags tab. Searh Resuls 1
4_ CIle 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 =
or 8/1/YYYY. M S
7. Enter a User Warning. (40 o 3 3

Character maX) Aleraic o Peanuts
8. Click Save.

Student Flag Editor
Flag End Date: Eligibiity Start Date {
Food Service Alert

Patron Picture

Eligibility
Indicator

Allergy Alert

TR

2] Howe, Austin

Participation Detais

LN b Student Number

& Balance Info

St 3 28460006
i (]

i

Totak $52.05

Block Ala Carte Items or Checks on the
POS Terminal

Quick Steps Example
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Quick Steps Example

1. Click the Search tab. Accountinfo Journal

2. Select Account, enter the student's last (“k_
name, and click Go

Click on Account # (not name).
Click the Account Info tab.

o v heWw

Select the patron's name. Coner "’“’"'5"'""' o e ke
I ] 4127 [l
Mark the Block Check Deposit and/or Loeston Schoo Dairt e

Block Ala Carte checkboxes.

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

7. C||Ck save. ""dm 0.00
Comments

- Modified by: Unknown

PIN Report

Quick Steps Example
Go to Point of Sale > Reports > PIN Report [ —

s rportprnt curent parn PN based onerters seected
e Compus Tols =)

1.
2. Select PIN Report. |  C—
3. Select your School. — |
4. Select one of the following Sort Options. ST
o Patron Name - Pick this option if you x| L
want a master list. el
o Homeroom Teacher - Pick this option if i e
you have homerooms in your school to
get a list sorted by teacher. ——

5. Click Generate.
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Negative Account Balance Report

Quick Steps

1.

Go to Point of Sale >
Reports > Patron Balance.
Select Low Balance
Report.

Select your School.

Enter -.01 as the Max
Balance.

Click Generate Report.

Example

Index Search

Pat

Balance Report

The Low Balance Report will list account balances for student, staff and/or generic accounts based on criteria selected

¥ Paint of Sale -
*Reports
Adjustment Report
Audit Report
Backdated Adjustments R
Cashier Report
Deposit Report
Edit Check
End of Day
Funds Transfer
Item Summary

Journal Batch M

PIN Report

Transaction Detail

Transaction Summary

Which type of report would you like

Epm Type - |

Which school and period would you like to include in the report?
ISchnDI Arthur Elementary - I

Low Balance Report

School Year 1718
Ad Hoc Fiter -

Summary Type © paity () Period () Month

Date 10112017 7o

Max Balancs -01

Eligioiky Paid 7| Reduced ¥|Free [¥] Non-Reimb & Adut

Sort Option © patron Name ) Grade & Name ) Baiance () Account Number

Account Status © Active © nactive ©) Al

Show All Patrons on Account [ |

Include End Dated Patrons. =

ity
©) ppF (0

| Generate Report | Submit to Batch
—_——

Include Patron Eligi

Report Format =

Transaction Summary Report
(Production Counts)

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

Index Search

¥ Point of Sale
v Reports

Adjustment Report

Transaction Summary Report

This report prints patron summary information, transaction summary information and purchasable rem detail in formation.

‘The input date/month must be within the range of calendar year's start date and end date.
Students who are marked with No Show wil not be included in enroliment count.
The data contained in this report can be used for Monthly Claims submission

This report is tme intensive when selecting mukiple schools.

Wihich school and period would you like to include in the report?

Cashier Report
Deposit Report
Edit Check
End of Day
Funds Transfer
item Summary
Joumal Batch
Patron Balance
PIN Report

Transaction Detail

Voids Report

Balance Letter Wizard
 Account Maintenance

Account

POS Preferences

POS Account Messenger

Add Account

POS Account Messenger €

Select the school(s) to be included on the report
SortBy © Name () Number

8 Carter Widdle m
176 Cleveland Elementary m
300 Cinton Secondary

105 Filmore Widdle School -

CTRL-¢lick or SHIFT-ciick o select muitipie | All

Select the service to include on the report.

School Year 1718 -
Summary Type @ paily () Period () Month L
i e on \Elerentary AM Express
Date 1012017 [ CTRL-click or SHFTelick fo ssfect multipi
Dats Typs. © Transaction Date ") Post Date:

Which type of report would you like to generate?

3 GroupBY (@ pPatron (' Grade ) POS

Ieude @ Studentand Adult ) Student ) Adult

["] include ftem Category Detail
[] Observe State Exclude
Format

@ PDF Report () Comma Separated Values (CSV)

Generate Report Submit to Batch

Transaction Detail Report (Journal of
Transactions)
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Quick Steps

1.

Go to Point of Sale > Reports >
Transaction Detail.

Choose the Terminal.

Click Generate Report.

Example

Index Search

¥ Point of Sale

*Repors
Adjustment Report
Audit Report
Backdated Adjustments Ri
Cashier Report
Deposit Report
Edit Check
End of Day
Funds Transfer
Item Summary
Journal Batch
Patron Balance
PIN Report

Transaction Detail

Transaction Summary

Daily Transaction Detail

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

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

m,

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)
Harrison High -

CAFETERIA SERVE
! —I

it =
HHS-POS52
POS-1
SERVER.

Jackson High School
CAFETERIA SERVE -

Generate Report Submit to Batch

End of Day Report (Drawer Counts)

Quick Steps

1.

Deposit Report (View

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.

End of Day Report

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

Example
Index Search
* Point of Sale -
v Reports

Adjustment Report
Audit Report

Backdated

Afterschool SERVER

Breakfast Harrison High

Lunch b CAFETERIA SERVE [
R Sort Type @ cashier () Terminal

Date 1012017 75)

(CTRL-ciick or SHFT-ciick for muttiple selection)

Serving Period Al Sample i

Cashier Report
Deposit Report
Edit Check

End of Day

Funds Transfer

Transaction Detail Show

Cashier Detail S— ey
SERVER. S
CTRL-click or SHIFT-click to select multiple:
Generate Report Submit to Batch

Entered Checks,

Which POS would you like to include in the report?

etc.)

Quick Steps Example
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Quick Steps

1. Go to Point of Sale >
Reports > Deposit Report.

2. Select your School.

3. Clear the Online Payments
checkbox.

4. Click Generate Report.

Example

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
wihers deposits are made: online, in office and meal serving line. Deposit location is not used to report
i 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?  Sslect Deposit Locations
All Locations P
School Arthur Elementary - “Detauk
Chool vear T8 - \Arthur Elementary
AES Office
i i _ AES-Drop Box
Summary Type @ paily ) Period () Month
Date 10172017 )
Date Type @ Transaction Date (_/ Post Date

Which type of report would you like to generate?

Group By © Location ) Household

Sort Option @) Deposit Type

Payment 1 oniine] ¥ i office POS Deposit

Report Formal @) poF () 05w

! Transaction Time

I[ Generate Report ]l [ submit to Batch

m

Audit Report (When Transactions Look

Wrong)

Quick Steps

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

Click Generate Report.

Example

Index Search

¥ Point of Sale -

v Reports

that users can select from the audt type option

Auditing by Transaction Quantty: Find the transactions having quantity for one item >= the input quanty.
Auditing by Cash Sale: Find cash sale transactions having cash amount »= the input amount

Transaction Audit Report

This report is used to audit the possible wrong transactions that occurred within the selected period. There are 2 types of auditing

Adjustment Report

Audit Report

Backdate ustments Ri

Cashier Report
Deposit Report
Edit Check
End of Day
Funds Transfer
tem Summary

Journal Baich

I

Patron Balance
PIN Report

Transaction Detail

‘Which school would you fike to include in the report?

Scnool District (All Schools) -

1718 -

Allkems
Adult Lunch
Apple Siices
Breakfast 7-12
Breakfast K5
Bror Bsk

Bror Bsk2

School Year

Summary Type @) paily () Period ) Month

Date 1014172017 73]

Date Type © Transaction Date () Post Date I

Which Purchasable itemns would you like fo include in the report?
CTRL-click or SHIFT-ciick to

e

:

elect muttiple

GoGurt
HS Hot Lunch
Latte-§
LN-veg 7-12
Lunch 4-6
Lunch 7-12
Lunch K-3

AudtType @ Quantity ) Cash Sale

Min Quantity

| Generate Report | Submit to Batch LS

View Student Details (Phone Numbers,

Copyright © 2021 Infinite Campus. All rights reserved.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d057ad121c6a051edff9/n/Deposit%20Report.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5eb5d0588e121c0d76ea191a/n/Audit%20Report.png

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 - Anderson, Joshua G
Grade: 05 #622058 DOB: 01/08/2007 Gender: M
Student - Lockers Graduation Athletics AdHoc Letters Waiver Records Transfe
Anderson, Joshua Summary Enroliments Schedule Aftendance Flags Grades T

Advanced Search

‘Bearch Results: 1

05 Anderson, Joshua G #622958 [01/09

Person Summary Report Person Summary Report wi Picture Print Mailing Label

PersoniD
1916
Name Nickname
Anderson,
Joshus Gustaf
Gender Race Ethnicity
M State Race/Ethnicity: ~ 5°White, not
Hispanie

Federal Designation: ~ No Data

Race(s)

Hispanic/Latino: Ne Data

Race/Ethnicty
Birth Date (Age: 10)
01/03/2007
Student State ID
622358 9587733
Person GUID
C2857022-0543-4270-B50D-2BFEZ6052R52
Comments.

- Modified by Administrator, System 10/12/2017 1142

Primary Address 620 RICE CREZK TEZR NI , METRO CITY, MN 55123 Wap
Andreson *Primary
Household Phone (555)555-1234
Address €20 RICE CRIZK TERA NE , METAEO CITY, MN 55125 |[ap
Hame Relationship Enrolment (grade) Phone(s) | Email
Anderson, Jack A Sibling 16-17 Fillmore Middie School (08)
Anderson, Joshua G Self 17-18 Arthur ¥ (05)
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