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LOGIN TO ONESOURCE 

  
  

1)1)   CONTENTCONTENT  OOVERVIEW VERVIEW   
Included in this training guide are the following business processes: 

• Logging in to Onesource 
• Opening the Cafeteria Manager Terminal 
• Processing Meal Sales 
• Closing the Till 
• End of the Day Processing 
• Reporting 

1.1)1.1)   LLOGIOGIN TN TO O OONENESSOURCEOURCE  
• 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. 
• No Cashier or Cafeteria Manager will allow another employee to use the POS 

terminal while his or her are logged on to that terminal.  
1. Double-click the Onesource icon. 

 
2. Login to Onesource –  

Username: Last Name, First Name (Find your name in the list) 
Password: XXXXXXXXXX (enter your LAUSD password) 
 

1.2)1.2)   OOPEN PEN THE THE CCAFETERIA AFETERIA MM ANAGER ANAGER TTERMINAL ERMINAL   
1. Click the Front of the House button. 

 
2. Click the Point of Service button.  

 

Subject Area: 
 
Cafeteria Manager Daily POS Guide 

Personnel: Cafeteria Managers and Designated Cafeteria employees 
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OPEN THE CAFETERIA MANAGER TERMINAL 

3. Click the Open Terminal button. 

 
4. 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 that 
appears. 

 
5. Leave this as $0.00 if you are opening your manager terminal and click Enter. 

 
6. Select the correct Serving Period (Breakfast or Lunch) and the system is ready to 

process sales. 
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VOIDING A SALE 

 

1.3)1.3)   VVOIDING A OIDING A SSALEALE  
 
      A sale can be voided from either the terminal where it was recorded or the manager’s PC.   

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

 

 

2. Select the correct Date from the drop-down list. 
3. Select the correct Terminal from the drop-down list. 
4. Press the Browse “three dot” button to look up the student’s name. 
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VOIDING A SALE 

 

 

 

5. Begin typing in the students First Name or Last Name until you see the name. 

 

6. Highlight the child’s name by touching it—it will turn orange when you select it. 
7. Press the Enter button. 
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VOIDING A SALE 

 

8. When the student is found, 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 buttons to find the sale to void. 

9. Click Void.            
10. Click OK to remove the sale. 
11. The voided transaction will remain, but the Void button will disappear.  
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DAILY ENTRY – SNACKS 

1.4)1.4)   DDAILY AILY EENTRY NTRY ––   SSNACKS NACKS   
1. Navigate to Front of the House > Accountability > Daily Entry and click New.  
2. 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. 
c. Click the Snacks tab. 

i. If a snack program is missing, contact the CMS Help Desk. 
3. Enter the number of snacks that were served to each program. 

d. 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. 

e. Area Eligible - enter the snacks in the Area Eligible Snacks column.   
f. Non-Area Eligible - enter the number of Free, Reduced, and Paid snacks. 

4. Enter the enrollment for each snack program. 
g. Area Eligible - Enter the snack enrollment in the Enrollment box. 
h. Non-Area Eligible - Enter the snack enrollment by eligibility in the Free 

Eligible, Reduced Eligible, Paid Eligible boxes. 
5. Click Save on the menu bar and then click Close. 
 
Area Eligible 

 
Non-Area Eligible 
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DAILY ENTRY – EEC MEALS 

1.5)1.5)   DDAILY AILY EENTRY NTRY ––   EEEECC  MM EALSEALS  

 
1. Navigate to Front of the House > Accountability > Daily Entry and click New.   
2. 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. 
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. 

 



CAFETERIA MANAGEMENT SYSTEM TRAINING 

Last Update: 2/19/2013  Page 10 

DAILY ENTRY – EEC MEALS 

 
Attendance 

a. Click the Attend/Bank Total tab. 
b. Enter the Enrollment and Attendance. 

3. Click Save on the menu bar and then click Close. 
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DAILY ENTRY – OFFSITE OR CSPP MEALS 

1.6)1.6)   DDAILY AILY EENTRY NTRY ––   OOFFSITE FFSITE OR OR CSPPCSPP  MM EALSEALS  

 
1. Navigate to Front of the House > Accountability > Daily Entry and click New.   
2. 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. 
c. Select the correct tab – Lunch Detail or Breakfast Detail or Snacks. 
d. Enter the number of Full Pay meals served in the Full Pay box. 
e. Enter the number of Reduced meals served in the Reduced box. 
f. Enter the number of Free meals served in the Free box. 
g. Enter the adult meals served in the Adult Meal box. 
h. Enter the cafeteria employee meals in the Employee Meal box. 
i. Enter the adult a la carte money in the Adult A La Carte box. 
j. Click the Attendance tab. 

 
 
Attendance 

k. Enter the Enrollment, Approved Free, and Approved Reduced. 
3. Click Save on the menu bar and then click Close.   
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DAILY ENTRY – SATURDAY MEALS 

 

1.7)1.7)   DDAILY AILY EENTRY NTRY ––   SSATURDAY ATURDAY MM EALSEALS  

 
1. Navigate to Front of the House > Accountability > Daily Entry and click New.   
2. 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. 
c. Select the correct tab – Lunch Detail or Breakfast Detail. 
d. Enter the number of Full Pay meals served in the Prepaid Full Pay box. 
e. Enter the number of Reduced meals served in the Prepaid Reduced box. 
f. Enter the number of Free meals served in the Free box. 
g. Click the Attendance tab. 

 
 
Attendance 

h. Enter the Enrollment, Approved Free, and Approved Reduced. 
3. Click Save on the menu bar and then click Close.   
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DAILY ENTRY – SFSP MEALS 

 
 

1.8)1.8)   DDAIAILY LY EENTRY NTRY ––   SFSPSFSP  MM EALSEALS  
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QUANTITY SALE – OTHER MEALS 

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. 
c. Select the correct tab – Breakfast or Lunch.  
d. Please note your individual Site Serving Cap at the top part of the screen. 
e. Enter Backup Meals Received only if you have received backup meals today. 
f. Enter the number of Meals Prepared or Received from NNC. 
g. Enter Backup or Emergency Meals Used only if you used them today. 
h. Enter First Meals Served to Children. 
i. Enter Second Meals Served to Children. 
j. Enter the meals served to employees in Meals Served to Program Adults. 
k. Enter the meals served to teachers in Meals Served to Non-Program Adults. 
l. 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. 

 

1.9)1.9)   QQUANTITY UANTITY SSALE ALE ––   OOTHERTHER  MM EALSEALS  
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QUANTITY SALE – OTHER MEALS 

Quantity Sales need to happen when you are recording meal sales for new students or 
students that you cannot find in the system. 

1. Navigate to Front of the House > Point of Service > Process Sales (open a 
terminal if necessary). 

2. Click the Quantity Sale button. 
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QUANTITY SALE – OTHER MEALS 

 

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. 
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QUANTITY SALE – OTHER MEALS 

 

4. Click the End Sale button. 
5. Click OK. 

 

 

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

meals. 
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CLOSE THE TERMINAL 

2)2)   END OF MEAL END OF MEAL SERVICESERVICE   
2.1)2.1)   CCLOSE LOSE THETHE  TTERMINAL ERMINAL   

 
1. Navigate 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. 

3. 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.  

4. Click Total Register. The system totals the amounts entered and displays the till 
information. 

5. To resolve any discrepancies, see Appendix C - Resolving Discrepancies. 
6. Click Close to return to the Point of Service menu. 
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2.2)2.2)   CCHANGHANGE E FFUND AND UND AND MM ONEY ONEY HHANDLINGANDLING  

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)2.3)   EEND OF ND OF DDAY AY PPROCESSINGROCESSING    
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. 
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END OF DAY PROCESSING 

 

6. Enter the deposit amount in the Primary Deposit box and the deposit slip 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. 
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SAVING DAILY ALL IN ONE REPORTS 

3)3)   CMS REPORTSCMS REPORTS  
3.1)3.1)   SSAVINGAVING  DDAILY AILY AALL LL IIN N OONE NE RREPORTEPORTSS  

 

1. Navigate to the Reporting Center using the Reports button located at the bottom of 
the screen.  

 

2. Click All In One to print the daily “All in One” reports.  These are a number of 
reports that must be printed and stored daily. 

 

3. Click on the Go! button. 

 

4. Make sure the ‘Microsoft Office Document Image Writer’ is selected and then click 
the Print button. 
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SAVING DAILY ALL IN ONE REPORTS 

5. 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). 

 

6. Click Save.  You will do this two more times; once for the Edit Check and once for 
the Till Report. 
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ALL IN ONE REPORTS 

3.2)3.2)   AALL LL IIN N OONE NE RREPOREPORTS TS   
Bank Deposit 
This report displays the variance between the daily deposit amount and the amount 
received into the site terminals.   
 

 
 
Edit Check 
Used to view any meal sales over the adjusted attendance factor. 
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ALL IN ONE REPORTS 

Till Report 
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. 
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VIEWING POS REPORTS 

3.3)3.3)   VV IEWING IEWING POSPOS  RREPORTEPORTSS  
1. Navigate to the Reporting Center using the Reports button located at the bottom of 

the screen.  

 

2. Click Point of Service to navigate to the complete report list and view any additional 
reports. 

 

3. Select the name of the report from the list. 

 

4. Click the Go! button. 

 

5. 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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HOW TO UTILIZE THE MEAL COUNTS REPORT 

3.4)3.4)   HHOW TO OW TO UUTILIZE THE TILIZE THE MM EAL EAL CCOUNTS OUNTS RREPORTEPORT  
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. Navigate to: Reports > Point of Service > Meal Counts Report > Go! 
2. Select the correct date using the drop down menu. 
3. Click the Preview button. 
 *note: for more detail about navigating to POS reports, see Section 3.3, Viewing POS 
Reports 

a. Terminal Number: each terminal has a corresponding row with meal counts 
b. Reimbursable Student Meals: reimbursable totals for each meal period and 

terminal 
c. Employee Meals: counts every employee that enters their own meal into the system 
d. Adult Meals: counts every Adult Tray that was sold, typically on the faculty 

terminal 
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HOW TO UTILIZE THE MEAL COUNTS REPORT 

 

 

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 is the case, it is expected that the unused terminal will not appear on this report. Note that 
terminal 0 is 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. 
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HOW TO UTILIZE THE MEAL COUNTS REPORT 

 

*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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HOW TO UTILIZE THE MEAL COUNTS REPORT 

 

*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)3.5)   POSPOS  RREPORTEPORTSS  TO TO VV IEW IEW DDAILYAILY  

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. 
• 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. 

 

 
 
 
 
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. 
• Escape from Sale -- User entered a sale but closed the sale before completing it. 
• 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 -- Item 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. 
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MISCELLANEOUS POS REPORTS 

 

3.6)3.6)   MM ISCELLANEOUSISCELLANEOUS  POSPOS  RREPORTSEPORTS  
Account Balance Report 
Used to view customers’ current account balance.  It can be set to show all positive 
balances, all negative balances, or both. 

 

Adjustments 
Used to view adjustments made during the selected date range. 
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MISCELLANEOUS POS REPORTS 

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

 

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

Items Sold 
Used to view all items sold on a terminal or group of terminals. This report can be run 
for a selected date range. . 
 

 
 
Meal Counts Report 
Used to view meal counts for a selected date range. The meal counts are separated by 
line number, serving period, and eligibility.  
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MISCELLANEOUS POS REPORTS 

Prepaid Collections 
Used to view customers who made prepayments during the selected date range. 
 

 
 
Voids Report 
Used to view voids made during the selected date range. 
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SECOND MEAL VS. DOUBLE MEAL REPORT 

4)4)   APPENDIX APPENDIX AA   
4.1)4.1)   SSECOND ECOND MM EAL VSEAL VS..   DDOUBLE OUBLE MM EAL EAL RREPORTEPORT  

 
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). 
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SECOND MEAL VS. DOUBLE MEAL REPORT 

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 is only one terminal being 
used to process student meals, Double Meals cannot be created. 
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TROUBLESHOOTING SECOND MEALS 

4.2)4.2)   TTROUBLESHOOTING ROUBLESHOOTING SSECOND ECOND MM EALSEALS  
 
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 says ‘No Data Matching Criteria’, you have no 

second meals as long as the terminals are communicating properly. This is what you 
want. 

b. If the report does display names, this means that a student was served two meals 
(one reimbursable meal, and one second meal). Make sure to void only the second 
meal if this 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 the names along with the cashier name to void 
them. 

*note: Once you have voided any unintentional second meals, the report will still 
display the student’s name, but an asterisk (*) will appear next to the name.  
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2. Find the meals and void them. This process is described in more detail in the Voiding 
section. 
a. Go to the Process Sales screen (open a terminal if necessary). 
a. Click the View Journal button. 
b. If the sales were made on a previous day, change the Date. 
c. Select the correct Terminal from the drop-down list. Use the cashier name to 

determine which terminal to choose.  (Steve worked terminal 2 today, etc.) 
d. Using the “Three dot” button, search by typing in the student’s name and 

clicking Enter.  
e. Click the Void button, and then click OK to void the meal. 
f. Repeat these steps until all unintentional second meals have been voided. 
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4.3)4.3)   TTROUBLESHOOTING ROUBLESHOOTING DDOUBOUBLE LE MM EALSEALS  
 
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 overclaiming – follow the steps 
below to void one of the meals.  *Note: This should be done on the manager’s PC. 
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TROUBLESHOOTING DOUBLE MEALS 

3. Run the Double Meal Report to identify the students whose meals will be 
voided. Reports > Point of Service > Double Meal Report > Click GO! 

4. The Report Criteria for the Double Meal Report will appear. 
5. Select the correct Date (usually today’s date) using the From and To drop down 

menus. 
6. Click the Preview button. 
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TROUBLESHOOTING DOUBLE MEALS 

a. If this report has a message that says, No Data Matching Criteria you have 
no Double Meals as long as the terminals are communicating properly. This 
is what you want. 

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 them.  

 

7. Find the meals and void them. This process is described in more detail in the 
Voiding section. 
a. Go to the Process Sales screen (open a terminal if necessary). 
b. Click the View Journal button. 
c. If the sales were made on a previous day, change the Date. 
d. Select the correct Terminal from the drop-down list. Use the cashier name to 

determine which terminal to choose.  (Steve worked terminal 2 today, etc.) 
e. Using the “Three dot” button, search by typing in the student’s name and 

clicking Enter.  
f. Click the Void button, and then click OK to void the meal. 
g. Repeat these steps until all Double Meals have been voided. 

8. Run the Double Meal Report again – it should say No Data Matching Criteria. 
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RED NUMBER WARNING 

5)5)   APPENDIX APPENDIX BB   
5.1)5.1)   RRED ED NNUMBER UMBER WW ARNINGARNING  

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.  

*Note: 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. 
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RED NUMBER WARNING 

 

 

1. Press the red Close button. This will take you out of the student screen. 
2. Press the red Close button again. This will take you out of the POS screen. 
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RED NUMBER WARNING 

 

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 
your incorrect settings and starting fresh. 

 

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

5.2)5.2)   HHOW TO OW TO DDETERMINE THE ETERMINE THE POSPOS  TTERMINAL ERMINAL NNUMBERUMBER  

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. 
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5.3)5.3)   RRESOLVING ESOLVING DDISCREPANCIESISCREPANCIES  ––   GGENERAL ENERAL 
IINFORMATIONNFORMATION  

 
1. Overages – The following items are the most common causes of cash overages: 

a. Cash counting errors 
b. Voids made after the bank deposit was saved 
c. Money received outside the system that was not entered 
d. Prepayment was received but not applied to the account 
e. Change was not returned to the customer and not applied to the account 

 
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 manager’s terminal and cash was 

taken from a 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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No Yes 

Missing 
Prepayment  

Yes No 

  

5.4)5.4)   RRESOLVING ESOLVING DDISCREPANCIES ISCREPANCIES ––   OOVERVERAGESAGES  
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5.5)5.5)   RRESOLVING ESOLVING DDISCREPANCIES ISCREPANCIES ––   SSHORTAGESHORTAGES  
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