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SECTION 1 
 
1.1 CONTENT OVERVIEW 
 
Included in this Training Guide are the following business processes: 

• Account Maintenance 
• Account Payments, Refunds & Adjustments 
• Notification Letters 
• Appendices: 

1. Till Money Audit Form 
2. Cafeteria Account Refund Request Form 
3. Sample Notification Letters 
4. Prepayment Envelope 
5. Café LA Debit Card and Staff Request Form 

 
 
 
 
SECTION 2: ACCOUNT MANAGEMENT 
 
2.1 NAVIGATE TO ACCOUNTS (STUDENTS or NON-STUDENTS) 
 

1. Before making a payment, refund or adjustment, terminal must be open. 
2. Go to Front of the House > Point of Service > Customers 
3. Search for the customer by using part of the ID, PIN, First or Last name and clicking 

Search. If there is more than one result, double-click the correct customer or select the 
line and click Details.  
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2.2 INACTIVATE/ACTIVATE A NON-STUDENT ACCOUNT 
 
The only time this activity will be performed is when a non-student is no longer working at the 
site. This will NOT refund the account- see Section 4- Refund an Account for those steps. 

1. Go to Front of the House > Point of Service > Customers 
2. Search for the customer by suing all or part of the ID, PIN, First or Last name and Search 
3. If there is more than one result, double-click the correct customer or select the line and 

click Details. 
 
 
 
 
 
 
 
 
 
 
 

4. For Adults or employees no longer at the site, the customer can be made 
inactive as follows: 

a. Click Inactivate Customer 
b. Click OK on the new window that appears 
c. Click Save 
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5. For Adults or Employees that have checked out and return, follow these steps: 

a. Click Activate Customer 
b. Click OK in the new window that appears 
c. Click Save 

 
* This Activity will be performed by Central Office staff only (Request activity by 
creating a Remedy Ticket.) 
 
 
 
 
SECTION 3: ACCOUNT BALANCE MANAGEMENT 
 
3.1 NAVIGATE TO ACCOUNT FUNCTIONS (STUDENT or NON-STUDENT) 
 
Before making a payment, refund or adjustment, the terminal must be open. 

1. Go to Front of the House > Point of Service > Customers 
2. Search for the customer by suing all or part of the ID, PIN, First or Last name and Search 
3. If there is more than one result, double-click the correct customer or select the line and 

click Details.  
4. Click Account Functions. 
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3.2 DEPOSIT CASH PAYMENT TO ACCOUNT (STUDENT or NON-STUDENT)  
 

1. Go to Front of the House > Point of Service > Customers 
2. Search for the customer by suing all or part of the ID, PIN, First or Last name and Search 
3. If there is more than one result, double-click the correct customer or select the line and 

click Details.  
4. Click Account Functions. 

a. Click the Payments tab 
b. Make sure the General account is selected. Enter the cash amount in the Payment 

Amount box 
c. Click Save Payment 

 
 
 
 
 
 
 
 
 

5. A message box will appear the reads the payment was been saved- click OK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CAFETERIA MANAGEMENT SYSTEM TRAINING 
  

7 
 

 
3.3 PRINTING A CUSTOMER RECEIPT 
 
If the customer requests a receipt either verbally or on the Prepayment envelope, provide the 
Customer History with Balances report as a receipt.  Since the report will print multiple pages, 
we will only print the first page of the report. 

1. Go to Front of the House > Point of Service > Customers 
2. Search for the customer by suing all or part of the ID, PIN, First or Last name and Search 
3. If there is more than one result, double-click the correct customer or select the line and 

click Details 
4. Click View History button to view the report 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. An example of the Report is displayed below. 
a. Customer Account Information 
b. Customer Recent Transactions 

 
 
SEE NEXT PAGE FOR EXAMPLE 
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6. Click the Print Button in the top-left corner 
 

7. In the new window that appears, there is a Print Range section. Click the circle next to 
Pages and change the value in the from box to: 1 to: 1. It should look similar to the 
example below:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Click OK to print the report. 
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3.4 REFUND AN ACCOUNT (STUDENT or NON-STUDENT)  
 
Make sure the Cafeteria Account Refund Request form is filled out properly – (See Policy 6.2.3 
and Appendix 2). 

 
• A refund can only be issued at the school if: 

a. The refund amount is the total account balance (no partial refunds) 
b. The account balance is $20.00 or less. 

• Anything more than $20.00 must be forwarded to Central Office FSB Finance Branch for 
processing and a check will be issued to the customer from Central Office. 

• Any balance remaining in the bonus account is NOT included in the refund amount. 
 

If the refund is taken from one of the tills, that till will show a shortage of cash for the amount 
of any refunds made.  The bank deposit will still balance out at the end of the day, since the 
refund amount is taken out of the total deposit.  Refunds must be noted on the Till Money Audit 
form. 

1. Go to Front of the House > Point of Service > Customers 
2. Search for the customer by suing all or part of the ID, PIN, First or Last name and Search 
3. If there is more than one result, double-click the correct customer or select the line and 

click Details.  
4. Click Account Functions. 

a. Click the Refunds tab. 
b. Make sure the General account is selected. 
c. Enter the amount in the Refund Amount field.  Do not enter as a negative amount. 
d. Click Save Refund. 

 
 
 
 
 
 
 
 
 
 
 

5. A confirmation message will display - click OK. 
6. Click Close. 
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3.5 ACCOUNT ADJUSTMENTS (STUDENT or NON-STUDENT) 
 
An adjustment is different from a payment in that there is no cash being provided by the 
customer.  Adjustments will typically be made to correct mistakes to account balances.  For 
more information, see Policy 6.2.2 
 

1. Go to Front of the House > Point of Service > Customers 
2. Search for the customer by suing all or part of the ID, PIN, First or Last name and Search 
3. If there is more than one result, double-click the correct customer or select the line and 

click Details.  
4. Click Account Functions. 

a. Click the Adjustment tab 
b. Make sure the General account is selected 
c. Enter the adjustment amount. When subtracting from the account, ENTER THE 

AMOUNT FIRST, THEN ENTER THE MINUS (-) KEY. 
d. Select the Reason for Adjustment from the list. 
e. When transferring money from student to student, click Add Comment to record 

the name of the student the adjustment amount will be going to. 
f. Click Save Adjustment 

 
 
 
 
 
 
 
 
 
 
 
 

5. You will get a message that the adjustment has been saved- click OK 
6. Verify the account balance on the Customer screen in the top-right corner 
7. Click Close. 
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3.6 PRINT NOTIFICATION LETTERS 
 
Print notification Letter are to be printed by eligibility.  However, if needed, it may also be 
printed for an individual student (see page 12). 

1. Navigate to Reports > Letters 
2. Select the appropriate letter from the menu list 
 

 
 
 
 
 
 

3. Click Go! Button 
4. Depending on the letter being printed, a different set of report options will need to be 

selected: Negative Balance- Full Pay Letter OR Negative Balance –Reduced Letter 
a. Student Eligibilities: either Full Pay or Reduced is selected 
b. Account Balance is set to General 
c. Range will be set depending which report you have chosen 

- Principal- select Less Than -$50.00 
- Manager- select Less Than -$20.00 

d. Click Preview to review letter before printing 
e. Verify everything is correct, then click the Print button in top-left corner 
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Individual Student 
 
To print a letter for specific customers, Print Individual Students and click the three dot 
button […] and a new window will appear: 

1. Search for the customer by using all or part of the ID, PIN, First, or Last name. 
2. Click Search 
3. The results of the search will appear in the Available Customers window. Clcik on the 

name of the customer to select that customer. 
4. Click the export button to move the customer to Selected Customer section: 
5. Multiple customer can be selected and will appear in the Selected Customers 
6. Click OK. The window will close 

a. Click Preview to review letter before printing 
b. Verify everything is correct, then click Print in the top-left corner.  

 
 


