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SECTION 1: CONTENT OVERVIEW

Included in this training guide are the following business processes:
1. Logging onto OneSource

Opening the Cafeteria Manager Terminal

Processing Meal Sales

Closing the Till

End of the Day Processing

Reporting

Sk

1.1 LOGIN TO ONESOURCE

e A POS (Point of Service) terminal is assigned to a cashier and their Single Sign-On
password will be used to log on to the POS terminal

e No Cashier or Cafeteria Manager will allow another employee to use the POS terminal
while he/she is logged onto that terminal

Double-click the OneSource icon on desktop

. Login to OneSource

a. USERNAME: Last Name, First Name (Find name on drop-down list)
b. PASSWORD: Use your SSO LAUSD password

N =
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RETURN TO TABLE
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1.2 OPEN CAFETERIA MANAGER TERMINAL

- Go to Front of the House > Point of Service > Open Terminal

1. Verify that the serving date matches the current date. If the date is correct, click YES. If
the date is incorrect, click NO and select the correct date from the calendar.

3. Make sure to select correct Serving Period. Here you will also have a chance to Change
Date if need to. The system is now ready to process sales.

—
Breakfast
—

e |

FChange
Date

Cancel
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1.3 VOIDING A SALE

RETURN TO TABLE
OF CONTENTS

A sale can be voided from either the terminal where it was recorded or the managers PC after

opening a terminal.

1. From the Point of Service screen, click the View Journal button:

PRight/Left
Hand

PR’ Carte
Mode

- — fa'al
Quantity Sale Gora § Auto Sale

2. Select the correct Date from the drop-down list
3. Select the correct Terminal from the drop-down list
4. Press the Browse button “[...]” to find students name

PARK WESTERN EL

iI™ Mark | *View Marked Transactions Onl astiame : frstame : o v
1214 PARK WESTERN PL 4l JEHaTRedi i ransacupnsily »|acuna DEVIN 7933616 091501M084
SAN PEDRO, CA 90732 ACUNA EASTON |aa26372 031005M075
ADAME MICHAEL 3880079 041202M012
ALFARO, ANTONIO ***** 86 AFANADOR [BRENDA 11802993 1009037005
Cashier: Cashi Period: Lunch AGRUSA ILIANA- 1597360 120999F102
ashier: Cashier ‘eriod: Luncl ALFARO l_ 1229001
Date: 8/30/2011 Terminal: 1 ALFARO ‘:D:::R'Lov ::::: 092002:0?22
Time: 10:56:24 AM Order: 1
ALVARENGA EMELY 7936167 0815037006
Lunch Meal $0.00 ALVAREZ ALLAN 2997922 072599M003
. ALVAREZ KEVIN [6579451 032401M005
Sub Total: $0.00 122900M102 5881739 0612007038

al
Total: $0.00 8/30/2011 i
i
I

First Previous Next Last
Displ: |
-
Meal Balance: $0.00 ALL)
General Balance: $0.00 —
Famad Ralanca- $0 00 . Void Print Close

5. Begin typing the students First Name or Last Name until you locate it

6. Highlight the student’s name- it will turn orange after selecting it. Press Enter.

Last Name 4 First Name 4 PIN 4 D
ALVARENGA EMELY 7936167 081503F006
- — S —
» | ALVAREZ KEVIN 6579451 032401M005
| ALVAREZ SOPHIA 5539712 041403F020

k e
Bther Sites -

QWERTY

-ﬂ
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RETURN TO TABLE
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7. After selecting student, make sure the correct sale is displayed. If the student has both

breakfast and lunch, only one will appear at a time. Use the Previous and Next button to
find the sale to void.

PARK WESTERN EL B = — E
1214 PARK WESTERN PL Mark View Marked| Transactions Only
SAN PEDRO, CA 90732

ALVAREZ, KEVIN ***** 51

Cashier: Manager Period: Breakfast
Date: 8/31/2011 Terminal: 1
Time: 9:23:20 AM Order: 12
Breakfast Meal $0.00

Sub Total: $0.00

Total: $0.00
First fPrevious
Meal Balance: $0.00 ALVAREZ, KEVIN -
General Balance: $0.00 ~
, Farned Ralance- $0 00 < Void Print

~
Cancel

PARK WESTERN EL w— :
1214 PARK WESTERN PL Mark View: Marked Transactions Only;
SAN PEDRO, CA 90732

ALVAREZ, KEVIN *****51

Cashier: Manager Period: Breakfast
Date: 8/31/2011 Terminal: 1
Time: 9:23:20 AM Order: 12

I ***VOIDED TICKET*** I

Breakfast Meal $0.00

Sub Total: $0.00

Total: $0.00

***VOIDED TICKET***
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1.4 CREATING DAILY ENTRY RECORD

RETURN TO TABLE
OF CONTENTS

Create a Daily Entry record for any offsite or programs not claimed using a POS. Daily Entry

record needed for Supper, Snack, EEC or Offsites.

- Go to Front of the House > Accountability > Daily Entry
1. Select the Site from the drop-down list

2. Enter Date and click Search.

- If a daily entry record is not found, follow next steps.

W

Click New

b

5. Click OK. S

Search Criteria
site: | 1866401 [~] | GARDENA Hs

From: |10/16/2019 ~| To: [10/16/2019 ~.

7 Details 1 oft ) New X Delete ko Save %) Cancel | & Print | Help | ¥ Close

Select the correct sire from the Site drop-down list.

=]
=1

Date

» |10/16/2019 Site Selection

ite
site: | 1866401 [~ =]
oK Cancel

Process ID: 420111

6. Select the correct tab- Breakfast Detail, Lunch Detail, Supper Detail, or Snacks

a. Enter the number of meal according to the correct Counting and Claiming

Procedures for the site.

7. Remember to click Save before closing

3 Daily Entry =
File Goto
Search | List | (1 New D Delete [ Save ) Cancel | Print |} Help | Q¢ Close
Site: | 1866401 GARDENA HS Date: | UFTEGE [+

Breakfast Detail | Lunch Detail | Supper Detai | Snacks | Mik | Custom Fields | Validation Warnings | Attendance | Bank Deposit |

Reimbursable
I No Breakfast Served

Filpay: [ O @
Prepaid Full Pay: ,—0
Full Pay Charge: ’—U
Reduced: 0 00
Prepaid Reduced: ,—U
Reduced Charge: ,70
Free: [—0
Student Worker Full Pay: [ 0
Student Worker Reduced: 0
Student Worker Free: ,—0
Custom Counts/Amounts: 0 00

Other Sales
5 00 Total Breakfast
Adult Meal: 0 .00 Cash
Teacher Meal: 0 00 00
Employee Meal: 0 .00
Student Second Meal: 0 00 Breakfast
Over/Short
Student A La Carte: ’—00 ,7[ 0
Prepayments: .00
Repaid Charges: .00 Breakfast
Adult A La Carte: .00 Deposit
.00
Adult Tax: .00

Miscellaneous: .00
Custom Labor Hours

Counts/Amounts: 0 00 0
Adult Eamed: 0

Changes pending

Process ID: 420112
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1.5 EDITING DAILY ENTRY RECORD

RETURN TO TABLE
OF CONTENTS

CMS will allow editing of Daily Entry records for 10 days after they have been created. Any

changes after that time will need to be completed at Central Office.

- Go to Front of the House > Accountability > Daily Entry

1.
2.
3.
4. Remember to Save before closing.

If the record is for an offsite or EEC, select the site from the list and click Search.

Scroll through the list and use the Date column to find the correct daily entry record.
Double-click the record. Once open, you are able to edit the daily entry.

_,_.1 Daily Entry
File Goto

Reimbursable
I~ No Supper Served

Full Pay: 0 .00
Prepaid Full Pay: [—0
Full Pay Charge: [—D
Reduced: 0 .00
Prepaid Reduced: [—D
Reduced Charge: ’—0
Free: [—E
Student Worker Full Pay: I—O
Student Worker Reduced: [—0
Student Worker Free: I—O
Custom Counts/Amounts: [—H ,71\”

Site: | 0000000 E] LAUSD Central Office B

Search | List | () New X Delete o Save %) Cancel | Print @Help m-‘CIose

Date: | 09/12/2017 |[v]

Adult Meal: 0 .00

Breakfast Det‘aill Lunch Detail Supper Detail I Snacks] Milk ] Custom Fieldsl Validation Warnings | Attendance] Bank Depos'rt]
Other Sales

Total Supper
Cash

Teacher Meal: | 0| 00

Employee Meal: 0 .00

Student Second Meal: 0 .00

Student A La Carte: m
Prepayments: |700
Repaid Charges: |700
Adult A La Carte: |700
Adult Tax: I—OU
Miscellaneous: [700
Custom

Supper
Over/Short

Supper
Deposit
.00

Labor Hours

Counts/Amounts: I 0 I .00

Adult Earned: 0

Changes pending

Process ID: 420112
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1.6 DAILY ENTRY FOR PROVISION 2 “NON-BASE” YEAR

- Go to Front of the House > Accountability > Daily Entry and click New
1.

PN

Select the date from the Date drop-down list
Select the correct site from the Site drop-down list

Select the correct tab — Lunch Detail or Breakfast Detail.

Enter the total number of student meals in the Free Pay box

Enter the adult meals served in the Adult Meal box.

Enter the cafeteria employee meals in the Employee Meal box

Enter the second meal AND student a la carte cash in the Student A La Carte box

RETURN TO TABLE
OF CONTENTS

Enter the adult a la carte money in the Adult A La Carte box. DO NOT INCLUDE CASH

COLLECTED FOR ADULT MEALS.

File Goto
i [ hew X Delete | Save ¥ Cancel | aprint | @ Help | RL* Close

% Daily Entry @

Site: | IEENENEl v | | GULF EL M

Reimbursable Other Sales
[[]No Breakfast Served Adult Meal:
Full Pay: 0 Teacher Meal:

0
0
0
)

Prepaid Full Pay: 0 Employee Meal:
Full Pay Charge: 0 Student Second Meal:
Reduced: [z} Student A La Carte:
Prepaid Reduced: 0 Prepayments:
Reduced Charge: 0 Repaid Charges:
Free: 0 Adult A La Carte:
Student Worker Full Pay: 1] Adult Tax:
Student Worker Reduced: 1] Miscellaneous:
Student Worker Free: 1] C;Ds:?‘rtr; JAmOounts:
Customn Counts{Amounts: Adult Eamed:

Changes pending

Date: | 12/10/2015 v

.00
.00
.00
.00
.00
.00

Breakfast Detail | Lunch Detail | Supper Detail | Snacks | Mik | Custom Fields | Validation Warnings | Attendance | Bank Deposit

Total Breakfast
Cash

Breakfast
OverfShort

Breakfast
Deposit
.00

Labor Hours
0

Pracess ID: 420112

BANK DEPOSIT

1.

Click the Bank Deposit tab

2. Enter the Primary Deposit
3.
4

Enter the last 5 digits of the Primary Slip Number
Click Save on the menu bar and then click Close

I B Daily Entry [x] I

Fle Goto 3
List | D) new D Delete| ) Cancel | caprint | @ Help | ¢ Close

site: [0000000 | [LAUSD Central Office =~

Deposit Amounts Deposit Details

Date: |06/29/2010 v

kk) Primary Depaosit: |$EI.DEI | Kl) Primary Slip # I

Secondary Deposit: [$0.00

Secondary Slip #

10
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1.6 DAILY ENTRY FOR PROVISION 2 “BASE” YEAR

- Go to Front of the House > Accountability > Daily Entry and click New

1. Select the date from the Date drop-down list
Select the correct site from the Site drop-down list

Enter the total number of Full Pay meals served in the

Enter the adult meals served in the Adult Meal box.

PN

Select the correct tab — Lunch Detail or Breakfast Detail.

Full Pay box

Enter the number of Reduced meals served in the Reduced box
Enter the number of Free meals served in the Free box

Enter the cafeteria employee meals in the Employee Meal box

9. DO NOT enter the student second meals in the Student Second Meal box

10.Enter the second meal AND student a la carte cash in the Student A La Carte box

11.Enter the money prepaid on adult accounts in the Prep

ayments box

RETURN TO TABLE
OF CONTENTS

12.Enter the adult a la carte money in the Adult A La Carte box. DO NOT INCLUDE CASH

COLLECTED FOR ADULT MEALS

| i

Reimbursable Other Sales

5 m
et a7 Breakfast Detail ] |5nacks | Milk I Custom Fields | Walidation Warnlngsl Attendancel Bank Deposit

¥ Daily Entry =
File Goto
Search List | ) Mew X Delete k) save %O Cancel |« = Print @uelp ﬂ.’close
ISite: [oooooo0— +| [ LAuSD central Office j\b) Date: [06/29/2010 +]( @
{ c\

d !Full Pay: | ol 00
Prepaid Full Pay: 0
h Employee Meal: 0

(g !Adult Meal: | 0 || oo

Total Lunch

M kl)Student Second Meal:

.00 Lunch

Prepaid Reduced: I—
Reduced Charge: I—U

f )Free: I—U

Student Worker Full Pay: [—D

k]) Student & La Carte: .00
kk Prepayments: .00

(1 )Acult & La Carte: | .00 |

Lunch

BANK DEPOSIT
1. Click the Bank Deposit tab
2. Enter the Primary Deposit

3. Enter the last 5 digits of the Primary Slip Number
4. Click Save on the menu bar and then click Close

B Daily Entry

File Goto 3

List D@ew Xgelete

X7 Cancel | <= Print @ljelp ﬂ.‘ Close

Site: [0000000 | | LAUSD Central Office

Deposit Amounts

|

Lunch Detail I Breakfast Detail] Snacks] Milk | Custom Fields | Walidation Warnings I Attendance B

Deposit Details

Date: |06/29/2010 ~

(n ) Primary Deposit: |$0.DU | (O )Primary Slip # | | |
Secondary Deposit: [$0.00 Secondary Slip #

11
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1.7 DAILY ENTRY FOR CEP SITES

- Go to Front of the House > Accountability > Daily Entry and click New.
1. Select the date from the Date drop-down list
2. Select the Main Site drop-down list

Select the correct tab — Lunch Detail or Breakfast Detail.

Enter all meals served in the Free box

[ I SN

COLLECTED FOR ADULT MEALS

23 Daily Entry (==
File Goto
Search | List | (1 New ) Delete | Save ¥ Cancel | Print |} Help | jl# Close
Site: | 1866401 GARDENA HS Date: | UFFENE [+

Breakfast Detail | Lunch Detail | Supper Detail| Snacks | Mik | Custom Fields | Validation Warnings | Attendance | Bank Deposit |

Reimbursable Other Sales

[” No Breakfast Served . 00 Total Breakfast
Adult Meal: 0 .00 Cash
Full Pay: 0 -00 Teacher Meal: | o .00 [ .00
Prepaid Full Pay: 0 Employee Meal: 0 .00
Full Pay Charge: 0 Student Second Meal: 0 00 Breakfast
Over/Short
Reduced: 0 l—“‘ . -
Student A La Carte: .00 ’7‘”‘
Prepaid Reduced: 0 Prepayments: .00
Reduced Charge: 0 Repaid Charges: .00 Breakfast
Free: 0 Adult A La Carte: .00 Deposl:
.00
Student Worker Full Pay: 0 Adult Tax: .00
Student Worker Reduced: 0 Miscellaneous: .00
Custom Labor Hours
Student Worker Free: 0 ST TS I 0 } 70 [ 0

/ : o[ 0o
Custom Counts/Amounts: 0 00 . ,_H

Changes pending Process ID: 420112

BANK DEPOSIT
1. Click the Bank Deposit tab
2. Enter the Primary Deposit
3. Enter the last 5 digits of the Primary Slip Number
4. Click Save on the menu bar and then click Close

3 Daily Entry =
File Goto
Search | List | [) New X Delete k) Save ¥ Cancel | & Print |€ Help |jl# Close
site: [ 1866401 GARDENA HS Date: [ 10/16/2019 [+]

Breakfast Detail| Lunch Detai | Supper Detail| Snacks | Mik | Custom Fields | Vaidation Warnings | Attendance Bank Depost |

Deposit Amounts Deposit Detals
Primary Deposit: [0.00 Primary Slip # [08664 |
Secondary Deposit: |0.00 Secondary Slip # |08664

Total Bank Deposit: [0.00
Bank Bag #:

Memo:

Changes pending Process ID: 420112

RETURN TO TABLE
OF CONTENTS

Enter the adult a la carte money in the Adult A La Carte box. DO NOT INCLUDE CASH

12
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1.8 DAILY ENTRY FOR PRICING SITE

RETURN TO TABLE
OF CONTENTS

- Go to to Front of the House > Accountability > Daily Entry and click New.

1. Select the date from the Date drop-down list
Select the Main Site drop-down list

Enter the Free meals served in the Free box
Full Pay eligible meal in the Full Pay box

S A o

10.Enter the adult meals served in the Adult Meal box
11.Enter the employee meals in the Employee Meal bo

X

Select the correct tab — Lunch Detail or Breakfast Detail

Enter the Full Pay EA, SD, SA, Ed Tickets received in the Prepaid Full Pay box
Enter the Reduced Pay eligible meal in the Reduced box
Enter the Reduced Pre paid meals in the Prepaid Reduced box
9. Enter the Reduced Meals without co-pay in the Reduced Charge box

12.DO NOT enter the student second meals in the Student Second Meal box

13.Enter the second meal AND student a la carte cash in the Student A La Carte box
14.Enter the money for tickets sold in the Prepayments box
15.Enter the adult a la carte money in the Adult A La Carte box. DO NOT INCLUDE CASH

COLLECTED FOR ADULT MEALS.

Date: |06/29/2010 ~|{ A

ke Prepaid Full Pay: 0

k )employee Meal: 0
!

B Daily Entry
File Goto
e ar ist | [ new X Delete | save % Cancel | < Print @Ijelp iL‘CIose
[site: [o000000+] [LaUSD Central Offce ~I(b)
....... c). p
| iLu 7| Breakfast Detail ] Fnacks | Milk ] Customn Fields I Validation Warnings I Attendance) I Bank Deposit
Reimbursable Other Sales
d )rull Pay: | o 00 ( ] !Adult Meal: | o 00

Total Lunch

Kf iReduced: I—D l—]k])student Second Meal: [—U I—HH Lunch
Kg) Prepaid Reduced: [—0 @hudent A La Carte: [—DD
kh) Reduced Charge: I—D 1N )Prepayments: I—DD
i)Free: [—0 Lunch
Student Worker Full Pay: ,—D KO)AduIt A La Carte: | .00 I

BANK DEPOSIT
1. Click the Bank Deposit tab
2. Enter the Primary Deposit
3. Enter the last 5 digits of the Primary Slip Number
4. Click Save on the menu bar and then click Close

Date: [06/29/2010 ~

% Daily Entry [X] I
File Goto 3
search “List | D) New X Delete ) Cancel | print | hep | f* close
site: [0000000 ~| [LAUSD Central Office |
Lunch Detail ] Breakfast Detail | Snacks ] Milk ] Custom F!E|d5| Validation Warnings | Attendance
Deposit Amounts Deposit Details
kq) Primary Deposit: |$D.DD | kl‘) Primnar: y Slip # I I |
Secondary Deposit: [$0.00 Secondary Slip #

13
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1.9

DAILY ENTRY FOR SNACKS

OF CONTENTS

RETURN TO TABLE

- Go to Front of the House > Accountability > Daily Entry and click New.

1.
2.
3.

4.
5.

Select the date from the Date drop-down list

Select the correct site from the Site drop-down list

Click the Snacks tab

- If a snack program is missing, contact the CMS Help Desk

Enter the number of snacks that were served to each program

If a snack program was not served, choose Not Served. You must also enter a reason in
the Not Served Reason column. Some reasons include: Program closed, Pupil Free
Day, Minimum Day and Holiday

6. Area Eligible - enter the snacks in the Area Eligible Snacks column

7. Non-Area Eligible - enter the number of Free, Reduced, and Paid snacks
8.
9.
1

Enter the enrollment for each snack program
Area Eligible - Enter the snack enrollment in the Enrollment box

0.Non-Area Eligible - Enter the snack enrollment by eligibility in the Free Eligible,

Reduced Eligible, Paid Eligible boxes

11.Click Save on the menu bar and then click Close

AREA ELIGIBLE

# Daily Entry
Fle Goto

| D) New X Delote k) save | ¥ Concel | “zprint | @ Hebp | B Ciose

[SI!EZ 1601301 » | PARK WESTERN EL v (l)) Date:  04/28/2011 « (a,

Lunch Detail | Braakfast @E‘Mﬂ: Custom Fields | Validation Wamings | Attendance | Bank Deposit

Mot Sarved | Snack Name < e;nif:"e Not Servad Reascri Delvered Amcunt Enrolment
»| [0 |eovszGRLSCU |0 |o |o 0
O |¥s 0 o o 0

@ @

NON-AREA ELIGIBLE

#% Daily Entry
Fle Goto

| D) New < Delete] b Save | ¥ Concel | print | @ sk | B* Gose

Site: | 1601301 v || PARK WESTERN EL v (b) [Dale’ 04/28/2011 ¥ (a)

Lunch Detail | Breakfast @E}Am Custom Fields | Validation Wamings | Attendance | Bank Deposit

Free Redwce Pad

free  Reduced  Pad | oo coved Reason  Devare  Amount

Mot Sarve | Snack Name

Snacks  Snacks  Snacks Eigble Eighle EBigible
»| O |eovs&GRL|o |o |o |o |o 0 |o |o
L ]ys 1] |o |0 |0 |o 0 o |0
o\ 71\
1 O (b)

14
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1.10 DAILY ENTRY FOR EEC MEALS RETURN 1O TABLE

OF CONTENTS

- Go to Front of the House > Accountability > Daily Entry and click New

a. Select the date from the Date drop-down list.
b. Select the correct site from the Site drop-down list
c. Select the correct tab — Breakfast, Lunch, or Snack
d. Enter the total number of student meals in the Student Meals box
e. Enter the adult meals served in the Adult Meal box
x
File Goto
Search List Duew Xgelete Hgave X Cancel | <= Print @uelp ﬂ.‘close a
Site: 1954801 v| | PARK WESTERN EEC @ =~ Date: [08/30/2011 ~]
C
| Lur]:h| 5na|:k| Milk | Customn Fields] Validation Warnings | Attend/Bank Totals |
Breakfast Figures
Site License Capacity: 112
Student Meals: 0 @ Adult Meal: | 0 @
Excess Meals: 0 Adult Sales: | .00
Attendance

a. Click the Attend/Bank Total tab
b. Enter the Enrollment and Attendance
c. Click Save on the menu bar and then click Close

i

File Goto

Search List | [ new XQeIete | save %) Cancel <= Print @ﬂelp ﬂ"close

site: | 1954801 v| [ PARK WESTERN EEC =l Date: [08/30/2011 ]

Breakfast | Lunch I Snack | Milk | Custom Fields ] Validation Warnings

Attendance Totals

Enrolliment: 0 Attendance: 0

15
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1.11 DAILY ENTRY FOR OFFSITE OR CSPP MEALS

- Go to Front of the House > Accountability > Daily Entry and click New

TE@E e o0 o

Attendance

Select the date from the Date drop-down list.
Select the correct site from the Site drop-down list.

Select the correct tab — Lunch Detail or Breakfast Detail or Snacks.

Enter the number of Full Pay meals served in the Full Pay box.
Enter the number of Reduced meals served in the Reduced box.
Enter the number of Free meals served in the Free box.

Enter the adult meals served in the Adult Meal box.

Enter the cafeteria employee meals in the Employee Meal box.
Enter the adult a la carte money in the Adult A La Carte box.

aDain Entry
File Goto
Search List | i mew X Delete k] Save %) Cancel | < print @ﬂelp n‘c[ose
lSite: |oooooon | | LausD central Office l]Kb) IDate: 06/29/2010 'I\a)

c) J
{| Breakfast Detail ] |5nacks ] Milk I Custom Fields I Validation Warnings Bank Deposit |

Reimbursable Other Sales

.00 kg 5 Adult Meal: I—U [—HH Total Lunch

Prepaid Full Pay: 0
Kh) Employee Meal: 0 I 0o
€ )Reduced: 0 .00 Student Second Meal: 0 0o Lunch

Prepaid Reduced: 0 Student A La Carte: .00
Reduced Charge: 0 Prepayments: .00
f )Free: 0 A
Student Worker Full Pay: 0 ( i )Adult A La Carte: .00 I

]|

RETURN TO TABLE
OF CONTENTS

k. Enter the Enrollment, Approved Free, and Approved Reduced
1. Click Save, then close.

B Daily Entry

File Goto 3
Search Lst | DY ew XL‘_)elete H Save |%) Cancel | <= Print @uelp ﬂ‘ Close
Site: [0000000 v| |LAUSD Central Office =~ Date: [06/25/2010 |

Bank Deposit I

Lunch Detail I Breakfast Detail I Snacks I Milk I Custom Fields I Walidation Warmings |

Attendance Totals
(k)

|Enrollment: 0 Approved Free: 0 Approved Reduced: 0 |

¥ Attendance Factor:

Attendance: | 0 Approved Free: 0 Approved Reduced: 0
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1.12 DAILY ENTRY FOR SATUDAY MEALS

- Go to Front of the House > Accountability > Daily Entry and click New

Select the date from the Date drop-down list
Select the correct site from the Site drop-down list

Enter the number of Free meals served in the Free box
Click the Attendance tab

© e e o

Select the correct tab — Lunch Detail or Breakfast Detail
Enter the number of Full Pay meals served in the Prepaid Full Pay box
Enter the number of Reduced meals served in the Prepaid Reduced box

RETURN TO TABLE
OF CONTENTS

& Daily Entry
File Goto

Search  List | Clew X Delete | Save %) Cancel | éaprint | @ Help | j# close

|Site: [oooooo0 | | LaUSD central Office Lkb)

Reimbursable Other Sales

kd) Prepaid Full Pay: 0 |

kf Free: 0

| Date: IW’ ka)

{ C\ g
| Breakfast Detail | bnacks | Milk | Custom Fields | Walidation Warnings Bank Deposit I
Full Pay: u] I .00 Adult Meal: 0 .00

Employee Meal: 0 .00
Reduced: u] I .00 Student Second Meal: I—D I—HH

ke) Prepaid Reduced: 0 | Student & La Carte: .00
Reduced Charge: 0 Prepayments: .00

Total Lunch

Lunch

Lunch

Attendance

h. Enter the Enrollment, Approved Free, and Approved Reduced

1. Click Save, then close.

& Daily Entry
File Goto 3
Search List | DY Mew XE_)elete H Save |%) Cancel | <= Print @uelp ﬂ‘ Close

Lunch Detail I Breakfast Detail I Snacks I Milk I Custom Fields I Walidation Warnings

Attendance Totals
(k)

Site: [0000000 v| |LAUSD Central Office =~ Date: [06/25/200 |

|Bank Deposit I

|Enrollment: 0 Approved Free: 0 Approved Reduced: 0 |

¥ Attendance Factor:

Attendance: I 1] Approved Free: 0 Approved Reduced: 0
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1.13 DAILY ENTRY FOR SFSP MEALS R

1. Use this method to enter both first and second meals.
2. Navigate to Front of the House > Accountability > Daily Entry and click New.
3. The Daily Entry Detail screen will display.

a. Select the date from the Date drop-down list.

b. Select the correct site from the Site drop-down list.
Select the correct tab — Breakfast or Lunch.
Please note your individual Site Serving Cap at the top part of the screen.
Enter Backup Meals Received only if you have received backup meals today.
Enter the number of Meals Prepared or Received from NNC.
Enter Backup or Emergency Meals Used only if you used them today.
Enter First Meals Served to Children.
Enter Second Meals Served to Children.
Enter the meals served to employees in Meals Served to Program Adults.
Enter the meals served to teachers in Meals Served to Non-Program Adults.
At the bottom right of the screen, the Meals Over Site Serving Cap is the
number of meals served over the site serving cap displayed at the top of the
screen.

— AT PR MO Ao

®¥ Daily Entry x|

File Goto
Search List | [ new Xgelete [ save %) Cancel | ¢ Print @ﬂelp ‘L"Close

Site: | 1601501-01 v| | PARK WESTERN EL cspp: b: =~ Date: [08/30/2011 ~

@

Lunch | Snack | Mik | Custom Fields | validation Warnings | Attend/Bank Totals |

Site Serving Cap: 75 @

fast Figures

Backup Meals Received( € 0 Meals Served to Program Adul ] 0

Meals Prepared or Receive: ' f 0 Meals Served to Non-Program Adul k 0
Backup or Emergency Meals Use g 0 Total Meals Served: I_ll
Total Meals Prepared for Serving: [_II Unserved Meals: I—II
First Meals Served to Childrer h 0 Cash Received from Adults: Ii\lll

“f

Second Meals Served to Childrer( § Meals Over Site Serving Caf | s ]

Changes pending I I ||Pracess 1D: 420112
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1.14 DAILY ENTRY FOR SUPPER

- Go to Front of the House > Accountability > Daily Entry and click New
a. Select the date from the Date drop-down list
b. Select the Main Site drop-down list
C. Select the correct tab — SUPPER Tab
d. Enter the Supper meals served in the Free box
€. When no SUPPER is served. The box No Supper Served must be checked
f. Click Save, then close

RETURN TO TABLE
OF CONTENTS

;.; Daily Entry @
File Goto
Search | List | ) New X Delete k) Save ) Cancel | Print | @) Help | jl# Close
Site: | 0000000 |[v] | LAUSD Central Office I~ Date: | 09/12/2017 [v]
Breakfast Detail | Lunch Detail Supper Detail | Snacks | Mik | Custom Fields | Validation Warnings | Attendance | Bank Deposit |
Reimbursable Other Sales
I~ No Supper Served . == Total Supper
Adult Meal: 0 .00 Cash
Full Pay: 0 .00 Teacher Meal: | 0| .00 | .00
Prepaid Full Pay: 0 Employee Meal: 0 .00
Full Pay Charge: 0 Student Second Meal: 0 .00 Supper
— Over/Short
Reduced: 0 .00 Student A La Carte: .00 o
Prepaid Reduced: 0 Prepayments: .00
Reduced Charge: 0 Repaid Charges: .00 Supper
Free: i Adult A La Carte: .00 il
.00
Student Worker Full Pay: 0 Adult Tax: .00
Student Worker Reduced: 0 Miscellaneous: .00
Custom Labor Hours
W Free:
Stident Woderlvee i Counts/Amounts: | 0| .00 I 0
Custom Counts/Amounts: 0 .00 AdmtEamed:f_____a
Changes pending Process ID: 420112
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1.15 QUANTTY SALE- OTHER MEALS S

Quantity Sales need to happen when you are recording meal sales for new students or students
that you cannot find in the system.
1. Go to Front of the House > Point of Service > Process Sales (open a terminal if

necessary).
2. Click the Quantity Sale button

. Manual

PIN- Liookup.
(- o 1D B! Fulll Pay, IBTID) Fulll Pay,
S

Left Line

Menu:

Right/Left
Hand
A'la Carte
Mode

View
Journal
Sell By
Glioup:

CHenge
Serving
Darind

Auto Sale

‘ Close Quantity Sale

3. There are two things that must be done for each quantity sale:
a. Select the eligibility from the drop-down list. (Free, Reduced, or Full Pay)
b. Enter the number of meals by clicking inside the Quantity box—a pop up will
appear. Type the number of meals to sell
c. Then press the Enter button

Earned V neipal 'r-iea!
01

Cancel

Clear Sale
End Sale

Cuctomer
’ Close ‘ fer
)

20
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RETURN TO TABLE

4. Click the End Sale button OF CONTENTS

)}

Click OK

ISchieduled| [MEacUlty.  [SEacUlty P dcs Bfeakfast A P ments Fruits & [MCnch A la Paper
Menu Breakfast [Lunch g la Carte Vegetables Carte Goods
R Lunch Meal ‘—Fruit,$0.50
Lunch Meal =
Fruit,$0.75

WEgetable,s0
25
Wegetable,s0
=10)

> 75
= o - , Extra Juice
Cash ‘ Eanned Principal - M=zl =

= Extral Milk
(Free) - Free

) = R
Clear Sale ‘ e ‘ r

= = - 5 . End Sale
Close ‘ C”?:’ger oy QuLZEEty

-

Cancel

6. Click OK and the Process Sales screen will appear
7. Follow steps 2-5 above to continue entering all Free, Reduced, and Full Pay meals

21



SECTION 2- END OF MEAL SERVICE
CLOSE THE TERMINAL

2.1

1.

)}

Go to Front of House > Point of Service > Close Terminal
2. Enter the currency collected in the fields on the Close Terminal screen. The money
counted should be entered as a quantity, not the actual value (for example, $1.00 in quarters
is entered as ‘4’). If no money was received on the cafeteria manager’s computer, leave
these fields alone. Typical transactions performed on the Cafeteria Managers terminal are:
Prepayment on student and adult accounts, Adjustments and Refunds
Only student body check and impress checks are accepted for special functions/catering
sales. If a check is received from an approved source, click the Select All button to count
it in the totals under Checks
Click Total Register. The system totals the amounts entered and displays the till
information

To resolve any discrepancies, see Appendix B - Resolving Discrepancies.
Click Close to return to the Point of Service menu

Coin Counts Bill Counts

Pennies Ones E
Nickels E Fives E
Dimes m Tens S
Quarters o Twenties 0

MSelect Remove Al
r w000
S99 Checks $0.00

Site s Date Term. i User
» |LADEMD SITE |01/ua/2009 | 1 | 1 IADMlNlSTRATDR Ba C k

--- A
P P W

RETURN TO TABLE
OF CONTENTS
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2.2 CHANGE FUND & MONEY HANDLING

RETURN TO TABLE
OF CONTENTS

When closing, the cafeteria manager will count the money in the till and record the closing amount
on the Till Money Audit form. Both employees are required to initial and date the form. The
form and the funds are turned in to management. The cafeteria manager will verify all till balances

for all terminals by reviewing and printing the Till Report for all terminals.

This can be

compared against the Till Money Audit form signed by each cashier to review any discrepancies.

(Refer to Policy 5.2.4

2.3 END OF DAY PROCESSING

1. Before continuing, make sure all tills have been closed and the bank deposit amount has
been determined. The Till Report can be used to help with this
2. At this point, your deposit slip(s) should be completed. You will need information from

the slip to continue

3. Navigate to Front of the House > Point of Service > Day End Processing > Bank

Deposit

4. The current date will appear at the top of the screen, highlighted in orange. To choose
another day, use the search controls
5. Double-click on the date in order to view today’s bank deposit screen

i
File Goto
/- Details 1 of248 > M| [ new Delete | Save % Cancel <= Print @ﬁelp i]fcl_ose
~Search Criteria
Select Deposit Date Range
(From: [7/30/2011 | To: [ep30/2010 <]
se [ 3| E [ |
Bank Deposits

Deposit Date © Site Saved | Pri. Reco | Sec. Reco| Bank Deposit | Bank Bag Message il

» |08/30/2011 PARK WESTERN EL I~ I~ I~ 0
08/18/2011 PARK WESTERN EL I~ I~ I~ 0
07222011 PARK WESTERN EL I~ I~ - 0
07/18{2011 PARK WESTERN EL I~ I~ I~ 0
06/24/2011 PARK WESTERN EL I~ I~ - 0
06/21/2011 PARK WESTERN EL I~ I~ I~ 0
06/07/2011 PARK WESTERM EL v r - 196.05
06/06/2011 PARK WESTERN EL v | I~ 160.15
06/03/2011 PARK WESTERN EL v I~ I~ 123.80
06/02{2011 PARK WESTERN EL v v I~ 184.90
06/01/2011 PARK WESTERN EL v v - 163.15
05/31/2011 PARK WESTERN EL v v I~ 121.80
05272011 PARK WESTERM EL v v - 84.30
05/26/2011 PARK WESTERN EL v I~ I~ 102.35
NS/25/2011 DARK WECTERN I v [l [l 77 15 LI

[No pending changes

|[Process 1D: 400401
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RETURN TO TABLE

6. Enter the deposit amount in the Primary Deposit box and the deposit slip OF CONTENTS

number in the Primary Slip # box. *Note: always click on the right side of the box

7. If the amount of coins is more than $25.00, it is necessary to create another deposit slip.
This amount and slip number will be entered in the Secondary boxes

8. Any catering money collected needs to be added to your deposit amount. This will show
as an overage, so be sure to enter each catering invoice number and amount in the Memo
box

9. Depending on the day’s activities, you may need to make a note of something else in the
Memo box. Some common examples are: Refund Issued, Over/Short Explanation,
Double Meal cash shortage, Quantity Sales, etc

10.Click the Save button, and then the Close button. For more information, see Appendix B
- Prepare and Make Bank Deposits

Fle Goto

D) new Xerkc [N Scwcln Canced | < Print ) Export ~ Oﬁcb il-’Gose

—0

Date: |

Denosit Amounts Dencsit Detals
@ Primary Deposit: [$30.00 Primary Slip # (130100025
@econdaw Deposit: [$27.00 Secondary Sip # 130100026

Total Bark Deposit: I }

Bank Bag #: |

Mamo:

©@©

Changes pending Process [D: 400804
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SECTION 3- CMS REPORTS

RETURN TO TABLE
OF CONTENTS

3.1 SAVING DAILY ALL IN ONE REPORTS

1. Go to Reports > All in One > Go!

2. Make sure the ‘Microsoft Office Document Image Writer” is selected, then click Print

Serve Date:

All In One to Print: |All in One - Cafeteria Sites

e g = el icrosoft Office Document Image Writer v/

[]Run report for selected date

[

Print ][ Cancel ]

Process 1D: 900006

3. The ‘Save As’ window will appear — choose Desktop and then double-click My Reports.
Enter the date followed by the report name (ex. — 9-16-2011 Bank Deposit)

Save As
Savein: | ) My Reports
5 (=) 9-16-201 1-Till.tif
{)
4

My Recent
Documents

Desktop

7

My Documents

View Document Image

My Computer
File name: |3-16-2011-EditCheck. tif
‘;} Save as type: ' Tagged Image File Format (*tif; *tiff)
>
My Network

PIX

| © 2 & @-
v
v

4. Click Save. You will do this for every report in the All in One Report- make sure to change
the name according to which report you are saving: Till Report, Edit Check, Deposit &

Meal Count Report.
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3.2 ALL IN ONE REPORTS

BANK DEPOSIT

RETURN TO TABLE
OF CONTENTS

This report displays the variance between the daily deposit amount and the amount received into

the site terminals.

EDIT CHECK

HORIZON CENTRAL OFFICE

ARl ez o ~

OneSource Bank Recap / Reconciliation
Account House Accounts Cash Total Daily Bank
Date Sales  Deposits  Deposits  Adjusted  Catering _ Recelvable _ Purchases  Posted  Variance  Deposits _Deposits
11/08/2005 $3.75 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $103.75 $103.75 $103.75
11/14/2005 $6.75 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $120.00 $120.00 $120.00
Totals: $10.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $223.75 $223.75 822375
REPORT CRITERIA:

Sections Filte(s):

Criteria Filter(s):

Used to view any meal sales over the adjusted attendance factor.

TILL REPORT

Horizon Elementary North
Edit Check Report

0041 Horizon Elementary North
Eligible Applications

Meal Counts

% Participation

Date Free Reduced Full Pay Free Reduced Full Pay Free Reduced Full Pay

00/26/2006 27 35 39 Breakfast 17 14 9 62.96 40.00  23.08

With Factor 26 34 38 Lunch 17 26 22 62.96 7429  56.41
Snacks 0 0 0 hokn -, —.

09/27/2006 27 35 39 Dreakfast 17 8 v 62.96 22.86  17.95

With Factor 26 34 38  Lunch 27 35 ag 100.00 10000  97.44 Out of Compliance
Snacks 0 0 o P o st

Any (Not Compliant) note must be followed up with an explanation:

REPORT CRITERIA:

This is used to view each POS terminals’ till count and variance. This report should also be
compared to the Till Money Audit form such that the cash from the POS transactions identified
in the report match. Once a till has been closed, this report cannot be changed. It always displays
what the till looked like at the time it was closed. However, since the variance on the bank deposit
is calculated by the amount of the deposit, till variances have no effect on the end-of-the-day

variance.

Horizon Elementary East

Horizon »
OneSource Till Report
Horizon y East
8/7/2006 Terminal: 1
Till Number: 1 Operatar: Bames, Annie
Till Open Time: 2:52:45 pm Opening Till  Counted Posted Variance Total Variance
Till Close Time: 3:52:00 pm Cash: $100.00 $100.00 $0.00 Balanced Balanced
Checks: $0.00 $0.00 Balanced
Till Number: 2 Operator: Barmes, Annie
Till Open Time: 4:18:56 pm Opening Till  Counted Posted Variance Total Variance
Till Close Time: 4:58:18 pm Cash: 4100.00 $260.10 $157.10 43.00 Over $3.00 Over
Checks: $4.00 54.00 Balanced
8/8/2006 Terminal: 1
Till Number: 1 Operator: Barnes, Anne
Till Open Time: 11:58:46 am Opening Till  Counted Posted Variance Total Variance
Till Close Time: 12:34:39 pm Cash: 4100.00 $131.87 51,75 419.88 Short 519.88 Short
Checks: $0.00 50.00 Balanced
Till Number: 2 Operatar: Bames, Annie
Till Open Time: 3:35:10 pm Opening Till  Counted Posted Variance Total Variance
Till Close Time: 3:38:08 pm Cash: 4100.00 $103.00 52.85 40.15 Over 0.15 Over
Checks: $0.00 $0.00 Balanced

Zilbumber, Qpsrator Banes Ayl
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3.3 VIEWING POS REPORTS

1. Go to Reports > Point of Service > Select name of report from the list, then click GO!

- Reports
Reporting...
\&Point of Service

Select a Type of Report:

AUSD Baseline Demo Reports v

Bank Deposits Report

Cashier Report

Cashiers Shift Report
Cornmunications Rollover Report
Custormer Changes Report
Customer History With Balances
Edit Check Report

Other Site Meals Served Report
Patron Activity Report

Gol ]‘

2. A report criteria screen will appear and report parameters can be entered. These
parameters vary depending on the specific report being generated.
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34 HOWTOUTILIZE THE MEAL COUNTS REPORT

RETURN TO TABLE
OF CONTENTS

The Meal Counts Report provides the counts for reimbursable meals, employees, and adult
meals sold. Since the report displays the counts for each terminal individually, it can be used to
make sure the terminals are communicating. It is important to check this report every day because
it confirms that all of the terminals are properly communicating with the manager PC. The Meal
Counts Report does not have to be printed or saved.

1. Go to Reports > Point of Service > Meal Counts Report > Go!
2. Select the correct date using the drop down menu
3. Click the Preview button

/o o

For more detail about navigating POS reports, see Section 3.3, Viewing POS Reports
Terminal Number: each terminal has a corresponding row with meal counts
Reimbursable Student Meals: reimbursable totals for each meal period and terminal
Employee Meals: counts every employee that enters their own meal into the system
Adult Meals: counts every Adult Tray that was sold, typically on the faculty terminal

*n LAUSD Central Office
i
o Meal Counts Report
1818901 IRVING MS @: ‘ d )
Terminal rsable Second Total
Number  Full Pay  Reduced  Free Totals Meal | Employeell | Adult J| Teacher Meals
03/29/2012 a
Breakfast
2 0 [} 0 0 0 0 3 0 3
3 9 7 103 119 0 0o 0 0 119
s 19 10 109 138 0 0 0 0 138
Breakfast Totals 28 17 212 257 0 0 3 0 260
Lunch
2 0 0 0 0 0 0 5 0 5
3 14 8 103 125 0 0o 0 0 125
5 24 11 142 177 0 0 0 0 177
Lunch Totals 38 19 245 302 0 0o S 0 307
Daily Totals 66 36 457 559 4] 0 8 1] 567
Site Breakfast Totals 28 17 212 257 0 0 3 o 260
Site Lunch Totals 38 19 245 302 0 [ s 0 307
Site Totals 66 36 457 559 0 0 8 0 567
Grand Breakfast Totals 28 17 212 257 0 0 3 0 260
Grand Lunch Totals 38 19 245 302 0 0 S 0 307
Grand Totals 66 36 457 559 0 0 8 0 567
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If a terminal does not appear on the report, it means either the terminal was not used or it is not
communicating. Typically, not ALL of your terminals will be opened for every serving period. If
this 1s the case, it is expected that the unused terminal will not appear on this report. Note that
terminal O 1s from Daily Entry and terminal 1 is from the manager terminal.

In the case that one or more terminals are missing, wait until the next morning and check the Meal
Counts Report again. If the counts/terminal(s) still do not appear on the report, notify the CMS
Helpdesk. Continue using the terminal as usual, even if connectivity issues persist. The meal
counts will be sent to the manager PC once connectivity is restored.

*n LAUSD Central Office
cut
LA Meal Counts Report
1873601 LOS ANGELES SH
Terminal Reimbursable Second Total
Number Full Pay Reduced Free Totals Meal Employee Adult Teacher Meals
03/29/2012
Breakfast

Breakfast Totals 5 10 341 356 0 3 12 0 371

4 0 3 104 107 0 0 0 0 107

Lunch Totals 0 10 355 365 0 6 6 0 377

*The picture above indicates that Terminals 2-5 are connected properly. The row for
Terminal 1 (the manager PC) shows that it was not opened for breakfast, but was opened for
lunch. One must open and close a terminal in order to process Quantity Sales or Account
Adjustments, which is the reason why a row for Terminal 1 appears on this report. Keep in
mind that you may choose not to open your manager terminal every day, therefore you
would not have a row appear for Terminal 1.
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*n LAUSD Central Office
INLY
7 Meal Counts Report
1832101 PACOIMA MS
Terminal Reimbursable  Second Total
Number  Full Pay Reduced  Free Totals Meal  Employee  Adult Teacher Meals
03/29/2012
Breakfast

0 0 0 0 0 0 0 0 0 0

2 0 0 0 0 0 0 g 0 4

3 3 5 ” 45 0 0 0 0 45

k] 19 5 68 a2 0 0 0 0 @

5 3 K 0 7 0 0 0 0 ”

3 5 2 20 27 0 0 0 0 2

7 8 8 8 102 0 0 0 0 102

8 2 5 b2l 3 0 0 0 0 »

. 7 1 s 43 0 0 0 0 43

10 K 4 n k) 0 0 0 0 »

11 1 0 8 B 0 0 0 0 K

13 2 0 7 e 0 0 0 0 4

Bresicfast Totals 54 34 49 437 0 0 a 0 446

Lunch

0 0 0 0 0 0 0 0 0 0

2 0 0 0 0 0 12 1 0 zn

3 5 5 s7 67 0 0 0 0 67

4 14 1 7 %0 0 0 0 0 0

3 8 2 43 53 0 0 0 0 s3

3 7 K 3n a2 0 0 0 0 42

7 5 3 45 53 0 0 0 0 s3

8 3 7 0 63 0 0 0 0 6

< B K » 52 0 0 0 0 s2

10 4 1 40 45 0 0 0 0 45

11 G 5 P} 2 0 0 0 0 n

12 17 B 100 121 0 0 0 0 121

Lunch Totals 7 % 3 618 0 12 1 0 641

*In this example, Terminal 13 shows up for breakfast, but not for lunch. Most likely this school
uses Terminal 12 as an alternative to 13 during lunch, therefore the fact that rows 12 and 13
are “missing” under different serving periods is not a problem. However, if a terminal was in
fact used to serve meals, but does not show up on the Meal Counts Report, you know you have a
connectivity issue. Also notice how Terminal 1 is not represented on this report at all. This is

acceptable because the manager terminal was not opened at all that day.
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3.5 POS REPORTS TO VIEW DAILY " oF conTeNTs

DOUBLE MEAL

This report shows students who have received multiple reimbursable meals from different lines.
*Note: This will only happen if there are connectivity issues at a terminal (wired or wireless
network issues) or if the manager terminal is turned off or not working properly

e One of the reimbursable meals must be voided and re-entered as a second meal (non-

reimbursable). This will result in a cash shortage; the CM should report the reason for the
shortage on the Bank Deposit Report

HORIZON DISTRICT OFFICE
ooooooo &

OneSource Double Meal Report

Reimbursable Meal
Date Serving Period Name PIN Cashier Count

8/7/2006 Lunch WILLIAMS, LAURA 192 Barnes, Annie 2
REPORT CRITERIA:

SUSPICIOUS TRANSACTIONS REPORT
Report lists number of times that a user performed an action that the system deems suspicious
or possibly in error. This can be used to identify users who need additional training.

e Escape from Sale -- User entered a sale but closed the sale before completing it.

e Escape from Cash -- User completed the sale, but when the system asked for money, the
user canceled the tender screen and returned to the sale.

Remove Sales Item -- [tem was deleted from the sale.
Clear Sales Screen -- The sales items were cleared.
Void -- Sale was voided.

Void Close -- User counted till, pressed Total Register, then voided the close.

SAMPLE SITE

Horizon Vq—-\
OneSource Suspicious Transactions Audit

Site: Roosevelt Dining Facility

Transaction Counts for Smith, Mary

Escape from Cash Screen: 8
Escape from Sale: 16
Remove Sales Item: 4
Zero Dollar Transaction: 23

Bowles, Sallie
Date Time Terminal

Transaction Type
Escape from Sale

11/7/2005 3:14:32 pm
11/7/2005 3:18:26 pm
11/7/2005 3:18:52 pm
11/7/2005 3:44:18 pm
11/8/2005 8:52:45 am

Escape from Cash Screen
Escape from Sale

Escape from Sale

Voided Close

e

Transaction Counts for Bowles, Sallie

Escape from Cash Screen: 1
Escape from Sale: 3
Voided Close: 1
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3.6 MISCELLANEOUS POS REPORTS

ACCOUNT BALANCE REPORT

RETURN TO TABLE
OF CONTENTS

Used to view customers’ current account balance. It can be set to show all positive balances, all
negative balances, or both.

SAMPLE SITE

H o ri z on T
OneSource Account Balance Report
PIN ID Name Status Grade Homeroom Charge Debit General Total
Account Account Balance
550299 0041 WRIAUO Baker, Steven Active None None $0.00 $66.25 $0.00 $66.25
844228 0041 WRIBDH Bridwell, Nicole Active None None $0.00 $47.00 $0.00 $47.00
351183 0041WRIBMY Crowell, Joe Active None None $-2.10 $0.00 $0.00 $-2.10
278130 0041 WRIBIQ Johnson, Nancy Active None None $-0.50 $0.00 $0.00 $-0.50
288091 0041 WRIAAL LaVerne, Julie Active None Mrs. Smith $-2.00 $0.00 $0.00 $-2.00
891251 0041WRISXC Lefkowitz, Gary Active None Mrs. Dean $0.00 $43.15 $0.00 $43.15
329835 0041WRISIN McDavey, Deirdre Active None Mrs. Bridwell $-1.00 $0.00 $0.00 $-1.00
003 10003 McEnport, Jamie Active None None $-5.15 $43.30 $0.00 $38.15
014569 0041WRISCZ Rally, Andrew Active None Mrs. Dean $-0.75 $50.05 $0.00 $49.30
110264 0041WRIA2Z Ravenal, Gaylard Active None Mrs. Dean $-5.00 $0.00 $0.00 $-5.00
723179 0041 WRIB97 Smith, Sara Active None None $0.00 $92.00 $0.00 $92.00
168593 0042WRIF27 Stimson, Simon Active None None $0.00 $47.00 $0.00 $47.00
659059 0041WRISR1 Troy, Lillian Active None Mrs. Harris $0.00 $8.65 $0.00 58.65
577073 0041 WRIAZK Vallon, Tke Active None None $0.00 $46.25 $0.00 $46.25
REPORT CRITERIA:
scctions filter(s): Criteria Filter(s):
ADJUSTMENTS
Used to view adjustments made during the selected date range.
. SAMPLE SITE
H o r iz on “pve
OneSource Adjustments Report
8/4/2005
Time Name ID User Name Action Performed Account Amount
9:43:12AM  Cedy , Michael 10004 ADMIN ADMIN Manual Adjustment Debit Account $90.00
9:43:13AM  Cady , Michael 10004 ADMIN ADMIN Manual Adjustment Meal Credits $25.00
9:44:05AM  Falkland , John 10009 ADMIN ADMIN Manual Adjustment Debit Account $77.75
9:44:06AM  Falkland , John 10009 ADMIN ADMIN Manual Adjustment Meal Credits $25.00
9:39:04AM  Harvey , John 10002 ADMIN ADMIN Manual Adjustment Debit Account $115.50
9:39:05AM  Harvey , John 10002 ADMIN ADMIN Manual Adjustment Meal Credits $200.00
9:39:57AM  Harvey , John 10002 ADMIN ADMIN Manual Adjustment Debit Account $15.25
9:46:03AM  Huff , Kevin 0612 ADMIN ADMIN Manual Adjustment Meal Credits $750.00
9:38:08AM  Jones , George 100001 ADMIN ADMIN Manual Adjustment Debit Account $19.25
9:38:09AM  Jones , George 100001 ADMIN ADMIN Manual Adjustment Meal Credits $25.00
9:40:53AM  McEnport , Jamie 10003 ADMIN ADMIN Marual Adjustment Debit Account $94.50
9:40:53AM  McEnport, Jamie 10003 ADMIN ADMIN Manual Adjustment Meal Credits $25.00
9:42:47AM  McEnport, Jamie 10003 ADMIN ADMIN Manual Adjustment Charge Account $-20.00
9:42:58AM  McEnport , Jamie 10003 ADMIN ADMIN Marual Adjustment Debit Account $-12.00
9:43:23AM  Navaspoit , Jerry 10005 ADMIN ADMIN Manual Adjustment Meal Credits $145.22
9:43:23AM  Navasport , Jerry 10005 ADMIN ADMIN Marual Adjustment Debit Account $38.12
9:43:32AM  Orlando , Nelson 10006 ADMIN ADMIN Manual Adjustment Debit Account $95.25
9:43:32AM  Orlando, Nelson 10006 ADMIN ADMIN Manual Adjustment Meal Credits $25.00
9:43:41AM  Preston , Robert 10007 ADMIN ADMIN Manual Adjustment Debit Account $98.00
9:43:41AM  Preston , Rabert 10007 ADMIN ADMIN Manual Adjustment Meal Credits $25.00
9:43:53AM  Scoomaker , Orville 10008 ADMIN ADMIN Manual Adjustment Debit Account $98.00
Q.42.C2AM L Ll lanng ADMIN ADMIN Mapyual Adinctoag ot Maal Cradite L2 00
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DAILY CHARGE

Used to view students who charged a meal during the current day.

RETURN TO TABLE
OF CONTENTS

SAMPLE SITE

H or iz on ‘e
OneSource Daily Charge
Horizon Elementary North
06/02/2006
Serving Period: Lunch
Name ID PIN Homeroom Account Amount
Crowell, Joe 0041WRIBMY 351183 Charge Account $0.75
Crowell, Joe 0041WRIBMY 351183 Charge Account $0.35
Crowell, Joe 0041WRIBMY 351183 Charge Account $0.25
Crowell, Joe 0041WRIBMY 351183 Charge Account $0.25
Crowell, Joe 0041WRIBMY 351183 Charge Account $0.50
Johnson, Nancy 0041WRIBIQ 278130 Charge Account $0.50
LaVerne, Julie J 0041WRIAAL 288091 Mrs. Smith Charge Account $0.75
LaVerne, Julie J 0041WRIAAL 288091 Mrs. Smith Charge Account $0.50
LaVerne, Julie J 0041WRIAAL 288091 Mrs. Smith Charge Account $0.25
LaVerne, Julie J 0041WRIAAL 288091 Mrs. Smith Charge Account $0.50
McDavey, Deirdre C 0041WRISIN 325835 Mrs. Bridwell Charge Account $0.75
McDavey, Deirdre C 0041WRISIN 329835 Mrs. Bridwell Charge Account $0.25
Rally, Andrew B 0041WRISCZ 014569 Mrs. Dean Charge Account $0.50
Rally, Andrew B 0041WRISCZ 014569 Mrs. Dean Charge Account $0.25
Ravenal, Gaylord H 0041WRIA2Z 110264 Mrs. Dean Charge Account $0.75
Ravenal, Gaylord H 0041WRIA2Z 110264 Mrs. Dean Charge Account $0.25

DAILY JOUNAL

Used to view all transactions on a selected terminal on a selected day. This is commonly used
when tracking down overages and shortages.

HORIZON DISTRICT OFFICE

Hoorizon e
OneSource Daily Journal
Horizon Elementary East
Serving Date: 08/08/2006
Serving
Serving Time Record Terminal _Period Item Type Account Eligibility Qty Patron ID Amount
12: 1 1 Lunch NACHOS WITH GROUND BEEF  Cash Sale Cash E 110001 $0.00
2 1 Lnch MILK, 1/2 PINTS, LOWFAT (2%) Cash Sale Cash E 1 10001 $0.00
3 Lunch MIXED VEGETABLES, BUTTERED Cash Sale Cash E 1 10001 $0.00
4 L unch APPLES, GRANNY Cash Sale cash E 1 10001 $0.00
s 1 Lunch CHICKEN NUGGETS Cash Sale Cash E 110006 $0.00
6 1 Lunch MILK, 1/2 PINTS, LOWFAT (204) Cash Sale Cash E 1 10006 $0.00
7 1 Lunch PEACHES, SLICED Cash Sale Cash E 1 10008 $0.00
3 Lunch MIXED VEGETABLES, BUTTERED Cash Sale Cash E 1 10006 $0.00
9 1 Lunch NACHOS WITH GROUND BEEF  Account Debit Debit Account T 1 10007 $2.00
10 L Lunch MILK, 1/2 PINTS, LOWFAT (2%) Cash Sale Cash T 1 10007 $0.00
11 1 Lunch APPLES, GRANNY Cash Sale Cash T 110007 $0.00
12 1 Lunch MIXED VEGETABLES, BUTTERED Cash Sale Cash T 1 10007 $0.00
13 Lunch NACHOS WITH GROUND BEEF  Meal Account Debit  Meal Credits T 1 10028 $2.00
14 Lunch MILK, 1/2 PINTS, LOWFAT (2%) Cash Sale Cash T 1 10028 $0.00
12:02:34 pm 15 Lunch MIXED VEGETABLES, BUTTERED Cash Sale Cash T 110028 $0.00
|_Looion In L ABRLES, GRANNY T = T Lozs 1000

ITEMS SOLD

Used to view all items sold on a terminal or group of terminals. This

selected date range.

report can be run for a

Hie ¥ i e S
OneSource

SAMPLE SITE

Items Sold Rep

ort

Site: Horizon Elementary North

Stock Number Description Quantity Unit Cost Total Cost Sale Price Total Price
6/1/2006 Terminal: 3
1270 TATER TOTS 1 $0.50 $0.50 $1.00 $1.00
1351 GRAPES, RED SEEDLESS 1 $0.50 $0.50 $0.50 $0.50
3011 SUB COMBO 12 $0.00 $0.00 $3.00 $36.00
A010 SUBMARINE SANDWICH 4 $0.00 $0.00 $0.95 $3.80
A107 SLICED CARROTS, BUTTERED 1 $0.00 $0.00 $0.35 $0.35
Ad02 MILK 2 $0.00 $0.00 $0.25 $0.50
POSMEAL DAILY HOT MEAL 5 $0.50 $2.50 $3.00 $15.00
Totals for Terminal 3: 26 $3.50 $57.15
Totals for 6/1/2006: 26 $3.50 $57.15
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RETURN TO TABLE

MEAL COUNT REPORT OF CONTENTS

Used to view meal counts for a selected date range. The meal counts are separated by line
number, serving period, and eligibility.

HORIZON DISTRICT OFFICE
Horizon e
neSource Meal Counts Report
0043 Horizon Elementary East
Terminal Reimbursable Second Total
Number Full Pay Reduced Free Totals Meal Employee Adult Teacher  Meals
08/07/2006
Lunch
1 18 21 14 53 17, 13 4 10 97
Lunch Totals 18 21 14 s3 17 13 4 10 97
Breakfast
1 0 0 0 0 ] 0 ] 0 [
Breakfast Totals 0 0 0 Q 0 ] ] ] ]
Lunch
1 25 30 30 85 ] 14 5 10 114
Lunch Totals 25 30 30 85 0 14 ) 10 114
Snack

PREPAID COLLECTIONS
Used to view customers who made prepayments during the selected date range.

3 HORIZON CENTRAL OFFICE
Horizon &
neSource Prepaid Collections
08/07/2006
PIN Terminal _Name Cashier Check # _ Account Payment
Adult
013 1 Vogel, Megan Barnes, Annie Debit Account $20.00
0439 1 Williamson, Sally Barnes, Annie Debit Account $10.00
059 1 Selbert, Nancy Barnes, Annie Debit Account $20.00
Debit Account: 50.00
Adukt Total: $50.00
Student
Lol 1 AIKENS, SHARON Barnes, Annie Meal $3.00
107 1 BROWN, RASHONN Barnes, Annie Meal 518.65
l44 L JOHNSON, GABRIELLE Barnes, Annie Meal $10.00
147 1 KIRKLAND, DIANA Barnes, Annie Meal $9.35
166 1 ROBERSON, JAMIE Barnes, Annie Meal $10.00
Meal: 51.00
Student Total: $51.00
Daily Total: $101.00
3 SAMPLE SITE
Horizon &
OneSource Voids Report
0013 Roosevelt Dining Facility
Terminal Total Paid By Total Paid By
Serve Date Number PIN Customer Name Account Cash/Check Total Paid Cashier
01/24/2006 4 003 McEnport, Jamie $-50.00 $50.00 $0.00 Williams
REPORT CRITERIA:
Sections Filter(s): Criteria Fiter(s):
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SECTION 4- APPENDIX A

4.1 SECOND MEAL VS DOUBLE MEAL REPORT

RETURN TO TABLE
OF CONTENTS

The Second Meal Report and the Double Meal Report are two reports that sound the same
but display very different information. To learn how to navigate to these reports, see Section

3.3: Viewing POS Reports

The Second Meal Report is used to determine if more than one meal was purchased by a

student or adult. A second meal can only occur if the account has enough money to support the
first meal and the second meal, which is always the full (adult) price. The second meal charges
the account $1.75 for breakfast and $2.50 for lunch. A second meal can occur for one of two

reasons:

1. The child or adult purchases a second meal by choice. In this case, their name should appear
on the Second Meal Report. For a student, this indicates that they received a reimbursable

meal, and intentionally bought a second meal for the full adult tray price.

2. There is a mistake and the student is accidentally charged for a second meal, even though
they only received/purchased one meal. This mistake can happen at both elementary and
secondary schools for different reasons.

a. At elementary schools, the second meal error occurs when the cashier accidentally
presses the name of the child twice. The money for the second meal is automatically

deducted from the account in addition to the reimbursable meal

b. At secondary schools, the second meal error occurs when the student types in their
number back to back (two times in a row) and the cashier does not catch them doing
this. Their account is debited for both the reimbursable meal and the second meal

(the adult tray price).

)

LAY

CHATSWORTH PARK EL
Second Meal Report

1302701 CHATSWORTH PARK EL

Date Time Terminal Name Meal Purchased Customer PIN
04/09/2012 3:03 pm 1 ODOM, TVLER Broakfast Maal 9278504
04/09/2012 3:03 pm 1 ODOM, TLER *Broakfast Maal 9278504
04/09/2012 3:09pm 1 PALMA, EDGAR Breakfast Maal 6766701

* = Voided
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RETURN TO TABLE
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The Double Meal Report is used to determine if more than one reimbursable meal is recorded
on a student account. This typically happens when the terminals are not communicating
properly. For example, a child comes through and receives a breakfast meal on terminal 3; if the
terminals aren’t communicating, when he comes to a different terminal for second chance, it
won’t indicate that he already ate. Usually, if all the terminals are connected and
communicating properly, a red warning appears that “A meal has already been purchased.” If
there 1s only one terminal being used to process student meals, Double Meals cannot be
created.

»*n LAUSD Central Office
[%
o Double Meal Report

Redmbursable
Date Serving Period Nanse PIN Cashier Meal Count

1813201 - FOSHAY LC
21272010 Breakfast NAVARRO, JAZMIN 3164218 BAILEY, BARBARA 2
2/12/2010 Breakfast NAVARRO, JAZMIN 3164218 CROPPER, KATHY 2
21272000 Lunch CAMPOS, MICHELLE 923530 MARKS, PATRICIA 2
212720100 Lunch CAMPOS, MICHELLE 9235390 PAGE, ROSERTA 2
2127201 Lunch HERNANDEZ, ASHLEY 174995 MARKS, PATRICIA 2
21212010 Lunch HERNANDEZ, ASHLEY 074995 CROPPER, KATHY 2
2127201 Lunch RIVAS, BRENDA 7798769 MARKS, PATRICIA 2
2/12/2010 Lunch RIVAS, BRENDA 7798769 PAGE, ROGERTA 2
21272000 Lunch RIVAS, CHRISTY 7896369 CROPPER, KATHY 2
2/12/2010 Lunch RIVAS, CHRISTY 7896369 MARKS, PATRICIA 2
201272010 Lunch STEPTER, MALIX 9966303 PAGE, ROBERTA 2
2/12/2010 Lunch STEPTER, MALIK 9966303 MARKS, PATRICIA 2
21272040 Lunch STONE, KALAYAH 7799161 PAGE, ROSERTA 2
2/12/2000 Lunch STONE, KALAYAH 7799161 MARKS, PATRICIA 2

BEheduled [EacUlty. [Eaculty [ MBreakfast &~ . PFuis & |Mnch aper
Breakfast | Lunch | >c'®39%%| pa Carte el Vegetables/|  Carte Goods
-~ =

Breakfast Meal :
%it,$0.75

r

Extra Juice

R ——————

r r
Bonus 'daneral 'E q el 'C h _
5000 | $000 | comed EEREEE €8 Extra Milk

EDGAR PALMA

042399M095 A meal has already been purchase

y End Sale
(4 MClst (. ( Y 3
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4.2 TROUBLESHOOTING SECOND MEALS o contents

The Second Meal Report is used to determine if more than one meal was purchased by a student
or adult. A second meal can only occur if the account has enough money to support the first meal
and the second meal, which is always the full (adult) price. If a student intentionally purchases
two meals, then a second meal is expected. If this is a student or cashier error, the second (adult
price) meal must be voided. Follow the steps below, but see section 4.1: Second Meals vs. Double
Meals for further reference.

1. Run the Second Meal Report to identify the students whose meals will be voided:
- Reports > Point of Service > Second Meal Report > Click Go!

a. IF this report has a message that reads, “No Data Matching Criteria,” then you have
no second meals as long as the terminals are communicating properly. This is ideal.

b. IF the report does not display names, this means that student was served two meals
(one reimbursable meal and one second meal). Make sure to void only the second
meal if the was a mistake. You can determine this by making sure to void the one
that has the adult tray price ($1.75 for Breakfast, $2.50 for Lunch)

c. Either print or write down a list of names along with the cashier name to void them.

* Once you have voided any unintentional second meals, the report will still display the students
name but, and asterisk (*) will appear next to the name.

e CHATSWORTH PARK EL

Ty Second Meal Report
1302701 CHATSWORTH PARK EL
Date Time Terminal Name Meal Purchased Customer PIN
04/09/2012 3:03pm 1 ODOM, TVLER Breakfast Meal 9276504
04/09/2012 3:03 pm 1 ODOM, TVLER *Breakfast Meal 9276504
04/09/2012 3:09 pm 1 PALMA, EDGAR Breakfast Maal 6766701
* = Voided

2. Find the Meals and Void them, follow these steps:

Go to Process Sales (open terminal if necessary)

Click the View Journal button

If the sales were made on a previous day, change Date, verify date is correct.
Select the correct Terminal from the drop-down list. Use the cashiers name to
determine which terminal to choose. (EX: Maria worked Terminal 2 today, etc)
Using the Three Dot button [...] search by typing in the student’s name then Enter
Verify the correct student is selected and click the Void button, then OK

g. Repeat these steps until all unintentional second meals have been voided.

/o o

O
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4.3 TROUBLESHOOTING DOUBLE MEALS

RETURN TO TABLE
OF CONTENTS

A Double Meal is when a student receives 2 reimbursable meals in a serving period (ex. — John
Smith receives 2 free breakfasts). It happens when a POS terminal serves a meal to a student, and
before that system is able to notify the manager PC, a different POS terminal also serves that
student a meal. Until the communication happens, the terminals believe the student has not yet
eaten a meal. This can happen when the communication network goes down or there is a problem
with the manager PC.

There are typically 2 causes of Double Meals: a student comes through 2 serving lines to get 2
meals, or the cashier mistakenly identifies a student on one of the lines. One of these reimbursable
meals needs to be voided so that there is no over-claiming — follow the steps below to void one
of the meals. *Note: This should be done on the manager’s PC.

1.

Run the Double Meal Report to identify the students whose meals will be voided:

- Reports > Point of Service > Double Meal Report > Click Go!

The Report Criteria for the Double Meal Report will appear

Select the correct Date (usually todays date) using the From and To drop down menu
Click the Preview button

Bapantb it~+ja for Double Meal Report

< Print < Select Printer | Default

v [ mew X Delete | Save [ Copy O Cancel | 3 Export ~ @ﬂelp ﬂ.“cl_ose

[~ Sections
—Report Header

™ Include Time

[~ Include Printed By

Site Selection

@ all Sites

" Individual Sites
" Site Group

Report Footer
[~ Include Criteria
™ Include Notes

a

—Criteria

AlN From: To: Report Period:
Date: ["ff|g/31/2011 | |8/31/2011 ~[f |(range)

H

L | [ |[Process ID: 800107 I
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a. [F this report has a message that says, “No Data Matching Criteria,” you
Double Meals as long as the terminals are communicating correctly. This is good.

b. IF the report does display names, each name will be displayed two times. This means
that a student was served 2 meals, so he or she will have 2 lines on the report. Make
sure to void only 1 of the meals.

c. Either print or write down a list of the names along with the cashier name to void.

%0 LAUSD Central Office
i1 Double Meal Report

Reimbursable
Date Serving Period Name PIN Cashier Meal Count

1813201 - FOSHAY LC

2/12/2010 Breakfast NAVARRO, JAZMIN 3164218 BAILEY, BARBARA 2
2/12/2010 Breakfast NAVARRO, JAZMIN 3164218 CROPPER, KATHY 2
2/12/2010 Lunch CAMPOS, MICHELLE 9235390 MARKS, PATRICIA 2
2/12/2010 Lunch CAMPOS, MICHELLE 9235390 PAGE, ROBERTA 2
2/12/2010 Lunch HERNANDEZ, ASHLEY 0749956 MARKS, PATRICIA 2
2/12/2010 Lunch HERNANDEZ, ASHLEY 0749956 CROPPER, KATHY 2
2/12/2010 Lunch RIVAS, BRENDA 7798769 MARKS, PATRICIA 2
2/12/2010 Lunch RIVAS, BRENDA 7798769 PAGE, ROBERTA 2
2/12/2010 Lunch RIVAS, CHRISTY 7896369 CROPPER, KATHY 2
2/12/2010 Lunch RIVAS, CHRISTY 7896369 MARKS, PATRICIA 2
2/12/2010 Lunch STEPTER, MALIK 9966303 PAGE, ROBERTA 2
2/12/2010 Lunch STEPTER, MALIK 9966303 MARKS, PATRICIA 2
2/12/2010 Lunch STONE, KALAYAH 7799161 PAGE, ROBERTA 2
2/12/2010 Lunch STONE, KALAYAH 7799161 MARKS, PATRICIA 2

5. Find the meals and void them.
Go to Process Sales screen (open terminal if necessary).
Click the View Journal button.
If the sales were made on a previous day, change the date, if not verify date
Select the correct Terminal form the drop-down list. Use cashiers name to
determine which terminal to choose (EX: Maria worked Terminal 2 today, etc.)
Using the Three Dot button [...] search by typing in the student’s name then Enter
Verify the correct student is selected and click the Void button, then OK

g. Repeat these steps until all Double Meals have been voided.
6. Run the Double Meal Report again (Step 1) - it should say No Data Matching Criteria.

/o o

O
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SECTION 5- APPENDIX 2

5.1 RED NUMBER WARNING

RETURN TO TABLE
OF CONTENTS

If at any time you see red numbers on your screen, STOP what you are doing and follow these
instructions before you make any mistakes. You could accidentally sell a meal to the entire school
if you do not fix your mistake immediately. Red numbers look like what is pictured below, and
are caused by using the Multi Select button incorrectly while the students are displayed. If you
feel that you have sold the entire school a meal by pressing the combination of Multi Select,

Select All, Sell Selected in the student screen, and contact the helpdesk right away.

* Multi Select is only to be used at elementary schools, during breakfast time, and while in the
group screen. You should never press Multi Select while in the student screen, like the picture
below.

AGUIRRE, DEMI M, AMALFITANO, RACHELE A, ASHTON, MARIA C, BALDONADO, MICHELLE R, BEHRENS, HENRY A
> 7
®ABBOTT, |PUACUNA, [WPACUNA, |PPADAME, |WAFANADOR, [PAGRUSA, | AGRUSA, |WWAGUIAR,
a NICHOLAS DEVIN EASTON| | MICHAEL | BRENDA ILTANA VINCENT | TIFFANY. [
"
5 4 3
-
PAGUIRRE, | AGUIRRE A-HAJA (o SAUBIDRES, B -~ |WFABINO,
L
6 2 1
P
WAIBING, EVE | ALFARO, [PFALFARO, "Lrvsfz'éi')\"* ALVARENGA, [FFALVAREZ, [MPALVAREZ, [PALVAREZ,
PATRICE. | ANTONIO | KIMBERLY ESCOBA, EMELY, ALLAN| | CHRISTIAN | GENESIS |{F
- P
”
SAIVAREZ, |WALVAREZ, |AIVAREZ, |WALVAREZ, |WAIVAREZ, |WALVAREZ, e -
- JEREMIAH. | JOSHUA KEVIN NAOND SARAH SOPHIA
#Ordered By, §# Change S Manual ; t e st
Auto Sale I Multil Select ‘ fe]ect All Selbetad

A

1 2 3 4 5 6 7 8
“ NICHOLAS! DEVIN EASTON MICHAEL BRENDA ILTANA VINCENT TIFFANY.
9 10 11 12 13 14 15 16

-

AGUIRRE, | AGUIRRE, | A-HAJA, ALBIDRES, | == |  ALBINO,

KELLY NOAH | miLLiceny | AMMED, AFIA| AHMED; KAZE| ooy ARELA | BEATRICE

-

17 18 19 20 21 22 23 24

ALBINO) EVE| ALFARO, | ALFARD, | /AGNCA T AIVARENGA, | ALVAREZ, | ALVAREZ, | ALVAREZ

PATRICE | ANTONIO | KIMBERLY EMELY ALUAN | CHRISTIAN | GENESIS
K

8 25 26 27 28 29 30
I

- AWVAREZ, | ALVAREZ, | ALVAREZ, | ALVAREZ, | ALVAREZ, | ALVAREZ, .

M N JERemiaH | JosHUA KEVIN NAOMI SARAH SOPHIA

’ #Ordered By §#Change S Vanual p

¥ Select
None:

= Sell
Selected

fAuto Sale ‘ Select Al
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2. Press the red Close button again. This will take you out of the POS screen.

BRI, Full Pay, BIVETID! Fulll Pay,
Employee Elementary; Secondary

lLeft Line

Menu: Lunch

View, “S‘g:v‘l'gg Right/left
Journal barind Hand

Selll By N AL Carte

Close (it Sals Group Mode

3. Once you see the blue menu, press the Process Sales button to return to the POS screen
and apply all of your correct settings. By doing this, you are wiping out all of the incorrect
settings and starting fresh.

PARK -CashierTemp - icati -onnected 7/22/20112:05PM

Open Terminal
& Opens and prepares the terminal for sales.

ransactions including sales, ROA,

Location:// _Pint of Service/

Home Front of Back of System Reports Online Help
My Home Page the House m the House Management Repotting... L Fraanoners.

4. After pressing Process Sales and applying the correct settings, continue with your meal
transactions.
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5.2 HOW TO DETERMINE THE POS TERMINAL NUMBER FEILG Tt

There are 2 ways to check a terminal number. Before logging into OneSource, look in the top
right corner of the POS terminal. The dash followed by a number (located above the IP address)
indicates the terminal number. If OneSource is already open, the terminal number will be
displayed near the top of the screen. It is a good idea for all employees working on a Point of
Service terminal to know which number terminal they are assigned to.

POS1498001 -06

Logaged on user: lausd_cafe

IP Address: 10.74.10.219

0.0.0.0
CMS HelpDesk #  213.241.3388
CMS Email: cmshelpdeski@ausd net

P Onesource LS
Fie Edit GoTo  Quick Create Favo
Make Selection PIO PICO MS Tech Support - Communications Connected
-, Point of Sé

6 Perform Point of Service functions.

. Accountability
5- Enter and edit accountability data.

.~ V¥ending
& Enter, edit, and update vending operations,
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5.3 RESOLVING DISCREPANCIES- GENERAL INFORMATION | "5 conmenrs

Use the following information if experiencing Overages/Shortage discrepancies:

1. Overages — The following items are the most common causes of cash overages:
Cash counting errors

Voids made after the bank deposit was saved

Money received outside the system that was not entered

Prepayment was received but not applied to the account

Change was not returned to the customer and not applied to the account

°po o

2. Shortages - The following items are the most common causes of cash shortages:
a. Cash counting errors
b. A refund that was made on the cafeteria managers terminal and cash was taken from
the line terminal
c. A prepayment that was entered twice in error
d. Double meals that were sold in error
e. Second meals that were sold in error
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5.4 RESOLVING DISCREPANCIES- OVERAGES

Till Report - Over
Variance

Recount the
money in the till.

Counting
Yes & No

RETURN TO TABLE
OF CONTENTS

Error
A\ 4
Correct the Bank

Deposit - Variance

Prepaid
Collections
Report

transactions for

4

Should Balance
Yes A:mg\ No » Daily Journal
W Report
E e
Open Till and
Enter Payment
Review

errors in items sold
or change given.

A
Open Till, Void
Transactions and
Re-input
transactions.
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5.5 RESOLVING DISCREPANCIES- SHORTAGES

Till Report -
Short
Variance

Recount the
money in the till.

@ NO

RETURN TO TABLE
OF CONTENTS

Prepaid
Collections

Report

Yes Error
| \/
Correct Your Bank
Deposit - Variance
Should Balance
3 Prepay
-2 Entered
! Twice
Open Till and

Void Transaction

Yex

Second or

A4

Open Till and
Void Transaction

No Second Meal

& Double

Meal Report

Second Meal

& Double
Meal Report

/Double\<
\V
Open Till, Void

Transactions and
Re-input.
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