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Introduction

Use PowerSchool Help to learn the PowerSchool Student Information System (SIS) and to serve as a
reference for your daily work. However, before you can begin using PowerSchool, the PowerSchool
administrator at your school must set up the system and import the data from your previous
system. Once those steps are complete, you can start using PowerSchool. Use PowerSchool Help to
assist you in navigating in PowerSchool.

PowerSchool Help is updated as PowerSchool is updated. Not all versions of PowerSchool Help are
available in a printable guide. For the most up-to-date information, click Help on any page in
PowerSchool.

There are user guides available that include the same information as PowerSchool Help for each
major release of PowerSchool. These user guides include instructions for certain user roles, though
these roles will vary depending on your school or district's circumstances. For the most recent
version of the printable guides, visit the PowerSchool Customer Support web site at
https://lwww.powerschool.com/support/documentation/userguides/. This URL is case-
sensitive.

Note: You need a username and password to view anything on the PowerSchool Customer Support
web site. Contact your PowerSchool administrator for access.

You are encouraged to read each section of the help that pertains to you. While the introductory
sections build a foundation of knowledge that you will use every time you log on to PowerSchool,
the remaining sections are independent of each other and can be read in any order. However, if
you have never used PowerSchool before, it will be most helpful if you start with the section
“Introduction to PowerSchool.” Whenever you read this guide, keep the following points in
mind:

* The actions you can perform in PowerSchool depend on your job responsibilities and
subsequently on your level of access to PowerSchool. Some users only have viewing rights
to some pages. Others can view or edit any page. Still other users can view or edit any page,
and create new ones as well. Finally, some pages are view-only for everyone. This guide
outlines viewing, editing, and creating options for most pages. Depending on your needs
and your level of access, only certain options will be applicable and available to you. If you
find that your work requires a greater level of access, contact the system administrator at
your school.

* Almost all of the activities described in this guide begin by selecting the appropriate
student or group; thus, it is imperative that you understand how to search for and select a
student. For detailed instructions on how to do this, refer to the section "Search and
Select."

* The school and student records used in this guide differ from those displayed on your page
as you work. You will work with real data based on student records at your school. The
graphics in this guide are only examples.

* In PowerSchool, different pages provide some of the same information because you view
the same data from a different place each time. If you add, change, or delete data on one
page, it will be added, changed, or deleted on other pages that contain the same field(s) of
data.

Introduction © 2004 Apple Computer, Inc. All rights reserved.
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* The reporting features described in this guide are some of the most important you will use
in the system. A PowerSchool report is a statement of student or staff records that is
produced for viewing or printing and can include information text in addition to the report
listings. PowerSchool reports include report cards, lists of class schedules, lunch balance
sheets, mailing labels, lists of current staff members, and attendance records.

* Use PowerSchool to create numerous types of reports that pull selected data quickly and
easily. Select from a list of pre-configured reports that have preset parameters or create a
custom report to include parameters needed for a specific task. You should read the
sections "Custom Reports" and "Pre-Configured Reports" before creating a report.

Legend

This guide uses the > symbol to move down a menu path. Thus, if instructed to "Click File >
New > Window", begin by clicking the File menu. Then, click New and Window. The option
noted after the > symbol will always be on the menu that results from your previous
selection.

* Itis easy to identify notes because they are indented and prefaced by the text Notes:.

Audience

This document is intended for cafeteria personnel.

Introduction © 2004 Apple Computer, Inc. All rights reserved. 6
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PowerLunch

PowerLunch is the lunch management portion of PowerSchool. The system helps you monitor
meals sold including free and reduced lunches as well as student account balances and
transactions. For more information on types of meals, see the section "Meal Classifications."

PowerLunch is compatible with a wide selection of bar code and magnetic-strip readers; if your
school is properly equipped, students can use their lunch ID to have their account automatically
debited as they pass through the lunch line. A full array of reports is available, including meal count
reports and transaction reports.

You are encouraged to read the section "Introduction to PowerSchool" if you have not already
done so. In addition, the section "Custom Reports" will be helpful to you in creating and running
reports in PowerLunch.

PowerLunch Security

Before you can access PowerLunch, you need to enter your username and password. Everyone who
uses PowerLunch must have a confidential password. Do not share your password. Doing so
compromises the security of the PowerSchool system.

In addition, it is best to memorize your password. If you think you will not remember it and must
write it down, keep it in a secure place. Imagine the problems if a student enters the system with
your username and password!

There are three pieces of information you must have before you can log in to PowerLunch.

PowerSchool URL

Since PowerSchool is web-based, the system at your school must have an Internet address. Access
PowerLunch from the PowerSchool start page.

Username

Your PowerSchool administrator assigns your username, which can be a variation of your first or last
name. If you are not sure of your username, contact your PowerSchool administrator.

Password

Your PowerSchool administrator assigns your password. When you log in to PowerSchool Teacher,
you must enter your password exactly as it is assigned. Spelling is important! If you do not know
your password, contact your PowerSchool administrator. You cannot access PowerSchool Teacher
without it.

Note: Do not use your colleague’s password or give your password to anyone. Security is very
important in PowerSchool. For more information, see the section "Security."

PowerLunch © 2004 Apple Computer, Inc. All rights reserved.
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1. Open your web browser to your school’s PowerSchool URL. The Log On page appears.

& PowerSchool

104972002

1:04 PM N4

f Enter ¥

2. Enter your username, followed by a semicolon, then your password. The characters display
as asterisks (*) to ensure greater security when you log in. For example, when Chris Smith
enters chriss;password, it appears in the password field as ***#**¥*x*xxxexe

3. Click Enter. The start page appears, and you are logged in to PowerSchool.
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How to Log Out of PowerLunch

When you finish your work in PowerLunch, it is important to log out. Do so from any page in the

system.

1. Click Logout in the navigation bar.

School: Bethesda High School

by

Term: 02-03 Year

Logout

¥

2. The password page appears, and you must enter your password again to redisplay the start

page.

PowerLunch
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Meal Classifications

PowerLunch meal classifications include two main groups of patrons: students and adults.

Student Meal Classifications

PowerLunch classifies cafeteria patrons into several categories. This helps schools maintain records
on how many meals are sold. Additionally, use the classifications to prepare reports for government
funding. It is important to understand each category before you can set up PowerLunch for your
school.

Students

Most people that eat lunch at school are students. They are divided into six groups based on the
amount each pays for meals.

Free

These students have qualified for the free lunch program and are not charged for meals. This is
based on the financial situation of the students’ families.

Reduced

These students have qualified for a reduced price for meals. This is based on the financial situation
of the students’ families.

Full Pay

These students pay the full, standard price for meals.

Exempt

These students do not pay for their lunch because of special programs set up by the school. Some
schools exempt students because they periodically work in the cafeteria in exchange for lunch.
Others allow it because the student has participated in another program that benefits the school in
some way. If a school does have such a program, students are exempt for specific days only.
Generally, students are not exempt from paying for lunch everyday. If a student is exempt, the
government does not subsidize that lunch.

It is important to understand that exempt students are not the same as those who receive free
lunches. Whether a student receives free lunches or not depends on the family’s financial situation.
Students who are exempt from paying for lunch are designated as such because they participate in
a school program that allows for it. If a student is exempt, the government does not subsidize that
lunch, whereas a free lunch is subsidized.

PowerLunch User Guide

Meal Classifications © 2004 Apple Computer, Inc. All rights reserved.
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Free-Direct Certification

These students do not each lunch and are not counted in the eligibility counts for PowerLunch
reports.

Guest

These students visit the school and receive lunch there.

Adult Meal Classifications

While most meals are served to students, some are served to adults. There are three classifications
for adult patrons.

Staff

Staff work at the school or in the school district. Staff members include teachers, administrators,
counselors, custodial staff, and maintenance workers.

Guest

These adult patrons do not work at the school. Parents and PowerSchool trainers are guests.

Earned

These adults have earned a free meal by working at the school. Some schools offer this type of
program to those who work in the cafeteria or other part of the school. This classification is the
equivalent of the exempt status for students.

PowerLunch Initialization

At most schools, the PowerSchool administrator sets up PowerLunch with the input of cafeteria
staff. If you are responsible for setup, follow the instructions in this section and in the section "Free
and Reduced Lunches."

How to Set Prices

Set up a price list for the different categories of patrons at your school. Each category pays a
different price for meals depending on their role at your school and their financial situation.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page
appears.

PowerLunch User Guide

Meal Classifications © 2004 Apple Computer, Inc. All rights reserved.
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PowerLunch
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2. Click "Set Prices and Options." The "Set Prices and Options" page appears.

Set Prices and Options

Second Secand
Patron Type E:;‘::;raﬂ Breakfast I‘Pg.: E':: Lunch

Prices Prices
Student Full Price  [2.00 |250 |3.50 ja00
Student Free Price Free 25 Frea |'|1
g IR [z25 [325 [37s
St ash 250 [F00 (oo [450
Staff Member 250 [3.00 j4.00 {450
Adult Guest [2.00 [250 J4.50 |s.00

! Auto-caleulate cash if account is deficit
E Usze single-zereen luneh process (QulekSale)
@ Show student Fhﬂlﬂ Of SCREEn

— Don't uge Talse balance for fres lunch students

— Allow students Trom any schoal through the lunch line (affects all

schools)

RowarLunch Main Ment

3. Use the following table to enter information in the fields:

Meal Classifications
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Field

Description

Breakfast Prices

Enter the price of breakfast for all categories of patrons. It is not
necessary to enter a dollar sign, but you must use a decimal
point.

You cannot edit the Student Free Price field because students
with a Free status do not have to pay for their first meal.

Second Breakfast Prices

Enter the price of breakfast for all categories of patrons. You
can charge patrons receiving free or reduced meals the full
meal price in Quicksale mode when they purchase a second
meal. Additionally, this will put these second meals under the
paid heading on the Meal Count Listing report. It is not
necessary to enter a dollar sign when entering the price.

Lunch Prices

Enter the price of lunch for all categories of patrons. It is not
necessary to enter a dollar sign when entering the price.

You cannot edit the Student Free Price field because students
with a Free status do not have to pay for their first meal.

Second Lunch Prices

Enter the price of lunch for all categories of patrons. You can
charge patrons receiving free or reduced meals the full meal
price in Quicksale mode when they purchase a second meal.
Additionally, this will put these second meals under the paid
heading on the Meal Count Listing report. It is not necessary to
enter a dollar sign when entering the price.

Auto-calculate cash if the
account is deficit

Select this checkbox to automatically calculate cash if the
patron's account does not have enough of a balance to cover
the meal (optional).

Use single-screen lunch
process (Quicksale)

Select this checkbox to have the lunch process (Quicksale)
display and to set a full-priced meal as the default. This step is
optional, but you are encouraged to use it. For more
information on Quicksale, see the section "Daily Activities."

Show student photo on
screen

Select this checkbox to display the patron's photo on the page
(optional). This option is only available if student photos have
been imported into PowerSchool.

Don’t use false balance
for free lunch students

Select this checkbox if you do not use false balances for free
lunch students. This allows the student’s free or reduced lunch
price to appear on the page. This also allows low-balance
messages to appear. Selecting this checkbox can create
confidentiality issues if others view the page.

Allow students from any
school through the lunch
line

Select this checkbox to allow students from any school through
the lunch line (optional). Often, this refers to other students in
your school district. This affects all schools on your
PowerSchool system.

Meal Classifications
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4. Click Submit. The Changes Recorded page appears.

Your prices are set, and you are ready to set messages that appear on the page during
transactions.

How to Set Messages

These are warning messages that appear when a student’s account balance gets low or becomes
deficit. Set up another message to tell the cashier if a student is eating a second meal for the day. If
you do not want a message for a specific event, leave that field blank.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.
PowerLunch
Fumec fion [rescnpbion
Sarve Brenkiaat Start aereing breyefmt
srve Lunch Hart serving lunch
Cagh Raport Raporis Gesh col lazted by each ceshisar on&pasified day
Enter Earned Meala Enter mamber of menls the 2ehoal paya far ins day
Heal Count Listing Letai lez werzion of Meal Caunt Aeport
Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
ForverLunch Claza Counds  Maal equnts from teachers using PowsrGrate bty

=k Frices 2nd Options St edull and sbwdenl prives for meals

Sab FMexzae Sat up el BEOF e
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2. Click Set Messages. The Set Messages page appears.

Set Messages

when account balance 3.00
AFnpa belr thia level

dlaplay this messge Heeds o deposi mons
(this =ctool anlyd mary!
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S NogiE
Wihen pefron ix purchesing [Ind MEAL WARRING Mo [OU's
i d meal, daplay ater a-§5.00 balancal
1% Mezza)e ...
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3. Use the following table to enter information in the fields:

Meal Classifications © 2004 Apple Computer, Inc. All rights reserved.
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Field

Description

When account balance
drops below this level

Enter the dollar amount of the cut-off if you want to display a
message when the patron's account balance drops below this
level. This selection applies to your school only.

Display this message

If you entered a dollar amount in the previous field, enter the
message to appear on the page when the student’s balance is
low.

When there is not
enough money in the
account

If you want to be warned when there is not enough money in
the patron's account to pay for the meal, enter the message to
appear on the page. This selection applies to all schools on your
PowerSchool system.

When patron is
purchasing a second
meal

If you want to be warned when a patron is purchasing a second
meal for the day, enter the message to appear on the page.
This is especially important when the student purchasing the
extra meal receives free or reduced lunches. This selection
applies to all schools on your PowerSchool system.

4. Click Submit. The PowerLunch page appears.

Your warning messages are set, and you are ready to assign lunch ID numbers.

How to Create Lunch ID Numbers for Students

Assign numbers to a group of students or to an individual. Lunch ID numbers may or may not be
the same numbers as the student ID numbers. They are linked to the price that students pay for
their meals and are used to keep track of students’ meal account balances. PowerSchool
administrators can assign lunch IDs at some schools.

1. On the start page, select the student or group of students.

Note: If you select a group of students, either choose ID/Password Assignment from the
pop-up menu on the Student Selection page and skip to step 5, or continue to the next

step.

2. Click the PowerSchool logo to return to the start page.

Choose Special Functions from the main menu.

4. On the Special Functions page, click Assign IDs & Passwords. The Assign IDs & Passwords

page appears.

Meal Classifications
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5. Use the following table to enter information in the fields:

Field

Description

For

Select the option to indicate for whom you want to assign ID
numbers.

Don't overwrite any
existing IDs or passwords

Select this checkbox if you do not want to overwrite any IDs or
passwords already in PowerSchool.

In case of conflicts
append

If there is a conflict with an existing ID, choose a suffix from the
pop-up menu.

Assign Lunch IDs

Select this checkbox to create only lunch IDs. Ensure that any
other checkbox is not selected unintentionally, such as the
"Assign Web IDs and passwords" checkbox.

Each Lunch ID is

Choose the number of digits in the lunch IDs from the pop-up
menu. Choose how the number will be generated from the
pop-up menu.

6. Click Submit. The Alert page appears.

Alert:

Processing 163 students

f Back %

7. Click Back when the process finishes.

Meal Classifications

© 2004 Apple Computer, Inc. All rights reserved. 16



s’
' PowerSchool

How to Create Lunch ID Numbers for Staff

To assign lunch IDs to staff, you must assign them one at a time by going through the Staff page:
select the teacher, click Edit Information, enter the lunch ID, and click Submit. This works well for an
individual teacher, but sometimes you want to export a list of several teachers, such as during the
PowerSchool setup. When you export the staff list to your spreadsheet application, it will be easier
to assign lunch ID numbers to each teacher and import that list back into PowerSchool. For more
information, see the section "Work With Groups."

How to Publish Lunch ID Numbers

Now that you have assigned lunch ID numbers, you must tell everyone what each person’s number
is. A popular method of doing this is to create mailing labels with the lunch ID and barcode printed
on them. Some schools put the label on a card and laminate it. To download a mailing label layout,
visit the PowerSchool help site, http://help.powerschool.com/viewtopic.htmi?t=barcode-
labels. For more information on creating mailing labels, see the section "Mailing Labels."

How to Set Up Beginning Balances

Once everything else is set up and everyone has a lunch ID, you can start collecting lunch money.
Most schools that use PowerSchool allow students to deposit money into their accounts so that
they do not have to pay cash everyday. This is advantageous for the schools because there are
minimal cash transactions. The following instructions explain how to enter the first deposit into an
individual student’s account and subsequent deposits outside of those occurring as students pass
through the lunch line. For instructions on how to handle deposits at the lunch line, see the
sections "Daily Activities" and "Maintenance Activities."

Note: If you are just setting up PowerLunch or if you are entering the beginning balance for several
students, you can enter the data in a spreadsheet application and import it to PowerSchool.
Contact your PowerSchool administrator for information on this topic.

1. On the start page, search for and select the student.

2. Choose Lunch Transactions from the student pages menu. The Lunch Transactions page

appears.
Lunch Transactions
Eriggs, Jess|ca b 10 25021 ALHS
{ New y
Balance: 30.00 Beqinning balance: 0.00
Date Time Mat Balance Description

0oaA1es2002 11:544F 20000 Z0.00 Cash deposit
09/13/2002 10:434M 10.00 30.00 D posit by peracnal check

3. Click New. The Transaction Record page appears.

PowerLunch User Guide

Meal Classifications © 2004 Apple Computer, Inc. All rights reserved.
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Transaction Record

Briggs, Jessica k. 10 25021 ALHS

Transaction Date |1 2412003

Description ||'Jr_:pr_|-_,-|'.

Ii
Amount of Credit |30

Tender Type

Amount of Fee

® e Ocneck

f submit %

4. Use the following table to enter information in the fields:

Field

Description

Transaction Date

Enter the date of the transaction.

Description

Balance.

Enter a description for the transaction, such as Beginning

Amount of Fee

deposit is being made.

It is not necessary to enter an amount in this field since a

Amount of Credit

Enter the amount of the deposit.

Cash Transaction

Select this checkbox if the transaction is a cash transaction.

5. Click Submit. The Changes Recorded page appears.

6. Click Lunch Transactions to display the transaction. The balance updates to reflect the

deposit.

Lunch Transactions
Briggs, Jessica K 10 25021 AGHE

' ™

Mew

Ealance: 60,00 Beginning balance: 0,00

Drate Time Mat Balance Description
08/1672002 11:544M 20.00 Z0.00 Cash depasit
09/13/72002 10:434H 10,00 30,00

01/2452003 12:31 PH 30,00 &0.00 Deposzit

Deposit by peraonal check

Repeat these steps for all students when they make their initial deposit into their meal
accounts and subsequent deposits that do not occur while passing through the lunch line.

Meal Classifications

© 2004 Apple Computer, Inc. All rights reserved.
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The steps for entering staff members’ first transactions are the same as those above except

you must open the Staff page, select the staff member, click Transactions, and click New.
Continue this procedure at step 4.

PowerLunch is almost set up. See the section "Free and Reduced Lunches" to finish the
preparatory activities.

Meal Classifications © 2004 Apple Computer, Inc. All rights reserved. 19
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PowerLunch Setup

At most schools, the PowerSchool administrator sets up PowerLunch with the input of cafeteria
staff. If you are responsible for setup, follow the instructions in the sections "PowerLunch
Initialization" and "Free and Reduced Lunches." If it is not your responsibility, you must wait
until the PowerSchool administrator finishes setting up PowerLunch before you can use it. When
set up is complete, proceed to the section "Publish Lunch ID Numbers."

No matter who is responsible for setting up PowerLunch, everyone is encouraged to set a
bookmark at the PowerLunch page on your computer’s web browser. This will save time when you
log in to PowerLunch. If you need help setting a bookmark, see the section
"Favorites/Bookmarks."

Once the setup is complete and you have created your bookmark or favorite, begin working with
PowerLunch.

Free and Reduced Lunches

This section explains how to set up PowerLunch to serve free and reduced lunches. The first two
sections, "How to Set Eligibility Levels" and "How to Create Eligibility Letter Templates,"
must be done before you can start using PowerLunch. This may or may not be the responsibility of
your PowerSchool administrator. School administrators follow the last section on evaluating
applications every time they receive an application for free or reduced lunches.

How to Set Eligibility Levels

For students to receive free or reduced-price lunches, you must tell PowerSchool what the cut-off
amounts are for each type of lunch. Additionally, you must tell PowerSchool how much money a
family can earn to be eligible for each type of lunch. The number of people in a household is also a
part of the calculation. The state issues the values for these cut-offs that you enter into
PowerLunch.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page
appears.

PowerLunch User Guide
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PowerLunch
Fumec fion [rescnpbion
Sarve Brenkiaat Start aereing breyefmt
srve Lunch Hart serving lunch
Cagh Raport Raporis Gesh col lazted by each ceshisar on&pasified day
Enter Earned Meala Enter mamber of menls the 2ehoal paya far ins day
Heal Count Listing Letai lez werzion of Meal Caunt Aeport
Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy

=k Frices 2nd Options St edull and sbwdenl prives for meals

Sab FMexzae Sat up el BEOF e
Ll Enter depraits far sttt and students
ransachion Pelkall Fep Feporis every transaclionduring a specified daie range
FManager Sore Marage apeciTic Transctions.

2. Click Meal Program Eligibility. The Meal Program Eligibility page appears.

Meal Program Eligibility

Evaluate Student(s)

Enter the last name(s) of students wou wish to evaluate
[Multiple names must be separated by semicolons.)

Application number to edit: I

Meal Program Administration

Set Eligibility Levels
Edit Evaluation Letters: Free, Reduced, Mot eligible

PowerLunch Main Menu

f Submit ¥

3. Click Set Eligibility Levels. The Eligibility Levels page appears.

Eligibility Levels

F & W
Mew

Max Monthly
Household Income
Size to qualify for
Free Lunch

Max Monthly Income
to gualify for
Reduced Lunch

PoweerLunch Main Menu

4. Click New. The Edit Eligibility Level page appears.

PowerLunch Setup
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Edit Eligibility Level

Option Value

Household size |3
Max monthly income that qualifies 5000
for Free meals for this household size ¥

Max monthly income that qualifies

for Reduced meals for this household 4 |25EIEI

size

PowerLunch Main Menu

f Submit ¥

5. Use the following table to enter information in the fields:

Field

Description

Household Size

Enter the number of household members identified for this
meal program.

that qualifies for

household size

Reduced meals for this

Max monthly income Enter the maximum monthly income that qualifies a student for
that qualifies for Free free meals for the specified household size.

meals for this household

size

Max monthly income Enter the maximum monthly income that qualifies a student for

reduced meals for the specified household size.

6. Click Submit. The Eligibility Levels page appears.

Repeat these steps for each household size indicated by your state’s directives.

How to Create Eligibility Letter Templates

When a student applies for a free or reduced lunch, you must inform the parents or guardians of
the results of the evaluation. To do this, PowerLunch generates letters. Generating such a letter is
discussed in the section "How to Evaluate an Application," but the following instructions
explain how to set up the template for the letter.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

PowerLunch Setup
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PowerLunch
Fumec tion [escnphion
Sarve Brenkiaat Start aereing breyefmt
srve Lunch Hart serving lunch
Cagh Raport Raporis Gesh col lazted by each ceshisar on&pasified day
Enter Earned Meala Enter mamber of menls the 2ehoal paya far ins day
Heal Count Listing Letai lez werzion of Meal Caunt Aeport
Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy

=k Friges and 1

phions Seb sdull and =haedenl privss for mesls

Sab FMexzae Sat up el BEOF e
[ piaal Enter depoaita far staff and studenis
ransachion Pelkall Fep Feporis every transaclionduring a specified daie range
fanaer Sor Marage apeciTic Transctions.

2. Click Meal Program Eligibility. The Meal Program Eligibility page appears.

Meal Program Eligibility

Evaluate Student(s)

Enter the last name(s) of students wou wish to evaluate
[Multiple names must be separated by semicolons.)

Application number to edit: I

Meal Program Administration
Set Eligibility Levels
Edit Evaluation Letters: Free, Reduced, Mot eligible

PowerLunch Main Menu

f Submit ¥

3. C(lick Free. The Free Letter page appears.

PowerLunch Setup

© 2004 Apple Computer, Inc. All rights reserved.

23



s
' PowerSchool

PowerLunch User Guide

Free Letter

Letter to show a student has been approved for FREE Meals

chix=(schoolnama <>
~jdate]

={name_and_address)
Ve would like to inform you that based on the information provided in
={firsd_name)'s application for free or reduced lunch, ={hefshe) is

aligitle for free lunches effective on ~[date)

If yiou hawe any questions, please call the school at (555) 555-1212.

Use L sludent_names) o inser! slodenl remes in the lelber
Us= “f LunchéipplicHo) ba inserd the spplicaiion number in 1he letter
Us= “{ names_and_addresa ) toirsert the name ard address of the guardizn in the lefis

U== | date] 1o in==rt ihe curreni date the lekker

e

4. Enter text for the letter to appear when a student is approved as free. Use standard text as
well as HTML tags and PowerSchool data codes. For more information, see the sections

"HTML Tags" and "PowerSchool Data Codes," respectively.

Note: A few of the most common PowerSchool data codes are noted at the bottom of the
page to help you complete the letter.

5. (Click Submit. The Changes Recorded page appears.
6. Repeat these steps for the other two types of letters: Reduced Lunches and Not Eligible.

Note: To make your work quicker, copy the text and codes from the Free Lunch letter, and
paste them into body of the remaining letters. Then simply edit the text or codes to make
them fit in the new letters.

PowerLunch is set up. If you want to evaluate an application for free or reduced lunches, see
the section "How to Evaluate an Application." If you want to learn how to serve meals,
see the section "Daily Activities."

How to Evaluate an Application
This section explains how to evaluate a student’s application for free or reduced lunches.

Note: The default status for all students is Full Pay. An evaluation resulting in free or reduced
lunches changes the status accordingly, and PowerLunch records the free or reduced lunch price in
the appropriate student record. When the student passes through the lunch line, either the amount
for a reduced lunch is charged to the student’s account or there is no charge if the student receives
free lunches. All lunches (full pay, reduced, free, and earned) are recorded for reporting purposes.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page
appears.
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PowerLunch

Fumec bion

Sarve Brankfaat
#=rye Lunch

Cagh Raport

Entir Enrned Meal
Fizal Count Listing
FMeal Count Reporl

Maal Program Elgi bl
FowerLunch Clazs
=k Frices 2nd Options

Sat Messags

[rescnpbion

Start aereing breyefmt

Hart serving lunch

Raporis Gesh col lazted by each ceshisar on&pasified day
Enter mamber of menls the 2ehoal paya far ins day
Letai lez werzion of Meal Caunt Aeport

Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.

by Ewatuede atudents S eligl bbb for free, raduced, or Sull pay abatus

s Maal eounds Trom faachers using RowsrGrade bty

Sk adull and shedenl prices for meals

Sat up el BEOF e

Enter depeaits far staff and studends

Feporis every transaclionduring a specified daie range

Marage apeciTic Tranesclions,

2. Click Meal Program Eligibility. The Meal Program Eligibility page appears.

Meal Program Eligibility

Evaluate Student(s)

Enter the last name(s) of students wou wish to evaluate
[Multiple names must be separated by semicolons.)

Application number to edit: I

Meal Program Administration

Set Eligibility Levels

Edit Evaluation Letters: Free, Reduced, Mot eligible

PowerLunch Main Menu

f Submit ¥

3. Enter the last name of the student(s) to be evaluated. Separate multiple names with

semicolons.

4. Enter the application number, if applicable.

Click Submit. The "Evaluate a student pages menu" appears.

PowerLunch Setup
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Evaluate a Student

celect spch studend o wham 1 afy, Bril
thiis wval ustion will 2zzly 5=

| nn, Ci

o 039 on

Hisico alz
HMonkhly i ncome
Genrdian name and asdress ]
Options B ziande-d ove

nirect eerbificetion - FREE

€ submiz

6. Use the following table to enter information in the fields:

Field

Description

Select each student to
whom this evaluation

will apply

Select the checkbox(es) to choose each student to whom this
evaluation will apply, even if only one student is listed.

Household size

Enter the size of the student's or students' household.

Monthly income

Enter the monthly income of the student's or students'
household.

Guardian name and
address

Enter the name and address of the student's or students'
guardian, as displayed on the eligibility letter.

Options

Select the option to indicate if this is a standard evaluation or a
direct certification. Select the standard evaluation if you just
want to verify a student's eligibility. Select the direct
certification to qualify the student by overriding the minimum
monthly income requirements.

7. Click Submit. The results of the evaluation appear.

PowerLunch Setup
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Daily Activities

The items discussed in this section are those that you will perform on a daily basis, such as serving
lunch or breakfast and entering earned meals. For more information, see the sections "Serve
Breakfast or Lunch" and "Maintenance Activities."

Serve Breakfast or Lunch

These options are the most frequently used in PowerLunch. They help you to serve meals and track
how much each patron spends. The instructions for serving breakfast and lunch are the same. Use
the Record Sale page to enter deposits toward lunch balances. For more information, see the
section "How to Take Deposits."

How to Perform a Quicksale

A Quicksale is the fastest way to record the sale of a meal because it uses minimal keystrokes. The
best part about the Quicksale option is that it automatically records the proper amount to be
charged to the patron’s account, because all patrons have meal prices assigned to their lunch ID
numbers. The following instructions assume that you selected the Quicksale option when you set
up prices; see the section "How to Set Prices." These instructions apply to both students and
staff.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.
Powerlunch

Fumec fion [rescnpbion

Sarve Brenkiaat Start aereing breyefmt
= Lunch Start serving lunch

Cagh Rapor Raporis Gesh col lazted by each ceshisar on&pasified day

Enter Earned Meal Enter mambee of menla the sehoal pays Tar (s day

Heal Count Listing Letai lez werzion of Meal Caunt Aeport

Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy
Sk Prices and dpkions Sk =dull and shedent priess for meal:

x5 Sat up mel BCTOF e

ake Depoaits Enter depraita far staff an: students

ransachion Pelkall Fep Feporis every transaclionduring a specified daie range

Manaer Sore Marage apeaciric Tran=ctions,

2. Click Serve Breakfast or Serve Lunch. The Record Sale page appears.
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Record Sale

Lunch 1D — Quicksale

Enter the patron’s lunch ID number. This can be a student or a staff member. You must
enter the ID number for either.

Press Return (Mac) or Enter (Windows) to enter the sale. The transaction is recorded without
any more work on your part. The amount of the sale is automatically deducted from the
patron’s account.

Note: If there is a deficit or low balance and you set up warning messages, those messages

appear on the page. See the section "How to Set Messages."

PowerlLunch is ready for the next patron’s ID number.

How to Perform a Non-Quicksale

The Quicksale option is very handy when a student purchases a standard meal, but what if
someone buys an item a la carte? These instructions apply to both students and staff.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.
Powerlunch

Fumec fion [rescnpbion

Sarve Brenkiaat Start aereing breyefmt
= Lunch Start serving lunch

Cagh Rapor Raporis Gesh col lazted by each ceshisar on&pasified day

Enter Earned Meal Enter mambee of menla the sehoal pays Tar (s day

Heal Count Listing Letai lez werzion of Meal Caunt Aeport

Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy
Sk Prices and dpkions Sk =dull and shedent priess for meal:

2 x5 Sat up mel BCTOF e

ake Depoaits Enter depraita far staff an: students

ramsachion Delall ke Fepzris svery transachionduring a s=pecified dsie ranoe

Manaer Sore Marage apeaciric Tran=ctions,

2. Click Serve Breakfast or Serve Lunch. The Record Sale page appears.
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Record Sale

Lunch 1D

— Quicksale

3. Enter the patron’s lunch ID number. This can be a student or a staff member. You must
enter the ID number for either.

4, Deselect the Quicksale checkbox.

Press Return (Mac)

or Enter (Windows).

Record Sale: Killian, Joshua

Lunch ID

Taz0

Current Account Balance  §14.30

Charge One Meal : IEI.EIEI

A La Carte tems

Cash Received

—

Don't Recard Sale

Show complete student transaction history

Show complete staff transaction histary

PowerLunch Main Menu

Record Sale

6. Deselect the checkbox and skip to step 9 if you do not want to charge one meal. If you do
want to charge one meal, select the checkbox and enter the dollar amount charged, if
different than the default amount.

Note: If the default meal price does not appear in the Charge One Meal field, your system is
configured to suppress the price of the meal on this page.

Enter the dollar amount of any a la carte items.

8. Enter the dollar amount of any cash received.

Note: Click Don’t Record Sale if you make an error in your entries. You return to the previous

page.
9. C(lick Record Sale.

Daily Activities
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Record Sale
Lur:hll"i @Ju:l;alf:
Sale recorded for Killian, Joghwa Balance: 10.05
tudent Guest sl t G ueat
LOOK | 1BAChE [
Review Last 10 Sale
PowerLunch Main Many

Stop Servings Log Off

The sale is recorded, and the amount of the purchase is subtracted from the patron’s

account.

Note: If there is a deficit or low balance and you set up warning messages, those messages
appear on the page. See the section "How to Set Messages."

Personalize - Interface

Hide left navigation menu Iiﬂ

L]

Enable task navigator

£ Submit %

PowerlLunch is ready for the next patron’s ID number.

How to Perform a Student Guest Sale

Students from other schools can visit your school and have lunch during the day. In that case, you
must record the sale, but it must appear as a different type in the records.

1.
appears.

On the start page, choose PowerLunch from the main menu. The PowerLunch page

PowerLunch
Fumec fion [rescnpbion
Sarve Brenkiaat Start aereing breyefmt
srve Lunch Hart serving lunch
Cagh Raport Raporis Gesh col lazted by each ceshisar on&pasified day
Enter Earned Meala Enter mamber of menls the 2ehoal paya far ins day
t=al Cou ting Letai lez werzion of Meal Caunt Aeport
Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
M =igram Elgl bl ke Bealuete atudents S allghbl ke Tor fres, reduced, o ful | paw stk
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy

=k Frices 2nd Options

Zat Mes

St edull and sbwdenl prives for meals

e Sat up el BEOF e

pealts Enter depraits far sttt and students

tion [elall hep Feporis every transaclionduring a specified daie range
S0 Marage apeaciric Tran=ctions,
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2. Click either Serve Breakfast or Serve Lunch. The Record Sale page appears.

Record Sale

Lunch 1D — Quicksale

3. (lick Student Guest. The Record Sale: Student Guest page appears.

Record Sale: Student Guest

Lunch ID i}

Current Account Balance $0.00

Charge One Meal E Id.[ﬁl[ﬁl

A La Carte Iltems E
Cash Received i4_|j|j

Dan't Record Jale
Show complete student transaction history

Show complete staff transaction history

PovweerLunch Main Meny

Record Sale

4. Select the checkbox if you want to charge one meal, enter the dollar amount charged if
different than the default, and skip to step 7. If you do not want to charge one meal,
deselect the checkbox and continue.

Note: If the default meal price does not appear in the Charge One Meal field, your system is
configured to suppress the price of the meal on this page.

5. Enter the dollar amount of any a la carte items.
6. Enter the dollar amount of any cash received.

Note: Click Don’t Record Sale if you make an error in your entries. You return to the previous
page.
7. Click Record Sale. The sale is recorded.

PowerlLunch is ready for the next patron’s ID number.

How to Perform an Adult Guest Sale

There are times when adults visit your school and want to eat lunch there. You must record these
sales as well.
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1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

PowerLunch

Fumec bion

Sarve Brankfaat
#=rye Lunch

Cagh Raport

Entir Enrned Meal
Fizal Count Listing
FMeal Count Reporl
Maal Program Elgi bl
FowerLunch Clazs
=k Frices 2nd Options
sat Message

ake Depoaits

ransachion Pelkall Fep

[rescnpbion

Start aereing breyefmt

Hart serving lunch

Raporis Gesh col lazted by each ceshisar on&pasified day
Enter mamber of menls the 2ehoal paya far ins day
Letai lez werzion of Meal Caunt Aeport

Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.

by Ewatuede atudents S eligl bbb for free, raduced, or Sull pay abatus

s HMeal counds from teachers wsing PowsrGrace tody

Sk adull and shedenl prices for meals

Sat up el BEOF e

Enter depeaits far staff and studends

Feporis every transaclionduring a specified daie range

Marage apeciTic Tranesclions,

2. Click either Serve Breakfast or Serve Lunch. The Record Sale page appears.

Record Sale

Lunch 1D — Quicksale

3. Click Adult Guest.

The Record Sale: Adult Guest page appears.

Record Sale: Adult Guest

Lunch ID 0

Current Account Balance $0.00

Charge One Meal @ i4.50
A La Carte ltems E

Cash Received 4 50
Dan't Record Jale
Show complete student transaction history

Show complete staff transaction history

PovweerLunch Main Meny

Record Sale

4. Select the checkbox if you want to charge one meal, enter the dollar amount charged if
different than the default amount, and skip to step 7. If you do not want to charge one
meal, deselect the checkbox and continue.

Daily Activities
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Note: If the default meal price does not appear in the Charge One Meal field, your system is
configured to suppress the price of the meal on this page.

Enter the dollar amount of any a la carte items.

6. Enter the dollar amount of any cash received.

Note: Click Don’t Record Sale if you make an error in your entries. You return to the previous
page.
7. Click Record Sale. The sale is recorded.

PowerlLunch is ready for the next patron’s ID number.

How to Look Up a Teacher ID

Sometimes a staff member forgets his or her assigned lunch ID number. In this case, you must look
it up because you cannot perform a transaction for a teacher without the number.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.
Powerlunch

Fumec fion [rescnpbion

Sarve Brenkiaat Start aereing breyefmt
= Lunch Start serving lunch

Cagh Rapor Raporis Gesh col lazted by each ceshisar on&pasified day

Enter Earned Meal Enter mambee of menla the sehoal pays Tar (s day

Heal Count Listing Letai lez werzion of Meal Caunt Aeport

Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy
Sk Prices and dpkions Sk =dull and shedent priess for meal:

x5 Sat up mel BCTOF e

ake Depoaits Enter depraita far staff an: students

ransachion Pelkall Fep Feporis every transaclionduring a specified daie range

Manaer Sore Marage apeaciric Tran=ctions,

2. Click Serve Breakfast or Serve Lunch. The Record Sale page appears.

Record Sale

Lunch 1D — Quicksale

3. Click "Look up Teacher ID." The Search Staff page appears.
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[ Al

5@

[

Teachers

Yiew Field List

How to Search

Browse Staff

& BCDEFOGHII
M oPQRSTUN WEY Z
Staff  Lunch Staff  Substitutes

J oKL M

Other Options
Mew Faculty Entry

Faculty Directory  Stored Searches

M F

PowerLunch User Guide

4. Search for and select the teacher. For more information, see the section "Select Staff."

5. Click Edit Information. The Edit Information page appears.

Mame (Last, First
iy

Preferred Name
Email Address
Tithe

Gander
Ethnicity

[ v]

Homeroom
School

Lunch ID
Home Phone #
School Phone #
Stroet

City, State, Zip
55N

poB

Statf Status

Status

Edit Information - Allphin, Timothy 6

Allphin £ iTlmulhy.-

—

!1& acher@school k12 ca.us

|

| &

[ E
—

[ Apple Grove High School % j

123

|426-555-8007

14'.5&--555-31434

|

jFDIscln' !I-:-fl
]7

I_....................

[ Teacher ﬂ

[ Current * ]

Submr )

6. Note the teacher’s lunch ID.
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7. Click your web browser’s Back button until you return to the Record Sale page. Continue by

entering the ID number to begin the sale.

How to Review Recent Sales

If a patron approaches you saying that he or she was not given the correct change or that there
was another problem concerning the sale, you can review the ten immediate previous sales.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

PowerLunch

Fumec bion

Sarve Brankfaat
#=rye Lunch

Cagh Raport

Entir Enrned Meal
Fi=al Count ting
FMeal Count Reporl
Maal Program Elgi bl
Fowerbunch Clazs rits
=k Frices 2nd Options

Sat Messags

[rescnpbion

Start aerel ng Greakfat

Slart sgrving lun

th

Raporis Gesh col lazted by each ceshisar on&pasified day

Entesr momber of

mraenla T he seheal pays Tor (nos day

Detailez wer=ion af el Courd Hepart

Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.

b Fwaluste atudents

MeEal caurnds fram

et edull and b

far eliglbl by for free, raduced, or full py abatus
feachiers using Powsrbrade bodyy

enl prives for meals

Sat up el BCOF M=

Enter depraits far sttt and students

Feporis every transaclionduring a specified daie range
Marage apeciTic Tranesclions,

2. Click either Serve Breakfast or Serve Lunch. The Record Sale page appears.

Record Sale

Lunch 1D

— Quicksale
i (eI < [T] i
Look up teacher |L
= Last 10 5al
) L h Ma 1 |
Stop Servi Lioag C

PowerLunch User Guide

3. Click Review Last 10 Sales. The Review Sales page displays the names of the patrons, time of

the sales, and amount of each sale.

Review Sales

Hame Amount

‘56 PM Briggs, Jessica K -3.25
& PM Budd, Dominique R -3.50

5 PHM Euefner, Brock A -3.50
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4. Click the amount of the sale to view more details about it. The View Transaction page

appears.

View Transaction

Fiald
Name
Date

Time

Description

Meal Price

MNet

A la carte

Value

BEriggs, Jessica K
2/19,2003
12:56 PM

Meal FLunch
3.25

-3.25

n.0a

PowerLunch Main Menu

[elete Back

5. Click Delete to delete the transaction, if necessary. The Selection Deleted page appears.

6. Click Back to return to the Record Sale page.

How to Enter Earned Meals

Some schools offer meals in exchange for work performed at school. Either students or adults can
earn meals, but they must be recorded as such for reporting purposes. This should be done each

day that someone earns a

meal.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

PowerLunch

Fumec bion

Sarve Brenkfast
srve Lunch

Cagh Raport
Entir Earned Meala
Heal Count Listing

FMeal Count Reporl

Faal Progeam Eligibl ity

FowerLunch Claza
=k Frices 2nd Options
Zat Message
ake Depoaits
ransachion Pelkall Fep

fanager 5o

[rescnpbion
Start aereing breyefmt

Start serving lunch

Raporis Gesh col lazted by each ceshisar on&pasified day

Entie momber of menls the seheal pys for (nos day

Detailez wer=ion af el Courd Hepart

Foporis 3 quick lisl ol loks

Ewaluede abudenta S allgh bl ke for free, reduced, o full pay stk

St edull and sbwdenl prives for meals

mesls wrved during s specilied dabe rangs.

s HMeal counds from teachers wsing PowsrGrace tody

Sat up el BEOF e

Enter depeaits far staff and studends

Feporis every transaclionduring a specified daie range
Marage apeciTic Tranesclions,

2. Click Enter Earned Meals. The Enter Earned Meals page appears.
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Enter Earned Meals

Option Value
School
Which meal ? Lunch

# of student earned meals I
# of adult earned meals
Date

PowerLunch Main Menu

apple Grove High School

il
-

IEH G200z

£ Submit

3. Use the following table to enter information in the fields:

PowerLunch User Guide

Field

Description

Which meal

Choose the meal earned from the pop-up menu.

# of student earned
meals

Enter the number of meals that students earned.

# of adult earned meals

Enter the number of meals that adults earned.

Date

entry.

Enter the date indicating when the meals were earned using
the format mm/dd/yyyy or mm-dd-yyyy. If you do not use this
format, an alert appears. If you submit the date with an
incorrect format, the date field will be submitted as a blank

4. Click Submit. The meals are recorded and you return to the PowerLunch start page.

Maintenance Activities

The activities described in this section are those that you perform on a regular basis but perhaps

not every day.

How to Take Deposits

This section concerns taking a substantial amount of money to be credited to a student’s account
after the initial deposit has been made. For more information on how credit the initial deposit, see
the section "How to Set Up Beginning Balances." When a patron pays for a single meal with
cash, use the non-Quicksale transaction. For more information on this type of transaction, see the

section "How to Perform a Non-Quicksale."
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1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

PowerLunch

Fumec bion
Sarve Brenkfast
srve Lunch

Cagh Raport

* Enrned Meala
Heal Count Listing
FMeal Count

¥

¥ Raporl
Maal Prige

i

m Eligihi
Fowerbunch Clazs rits
=k Frices 2nd Options
Zat Message

ake Depoaits

ransachion Pelkall Fep

JBT S

[rescnpbion

Start aereing breyefmt

Hart serving lunch

Raporis Gesh col lazted by each ceshisar on&pasified day
Enter mamber of menls the 2ehoal paya far ins day
Letai lez werzion of Meal Caunt Aeport

Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.

by Ewatuede atudents S eligl bbb for free, raduced, or Sull pay abatus

Flaal counts from tsachers wing PowsrGrade tady,
Sk adull and shedenl prices for meals

Sat up el BEOF e
Enter depeaits far staff and studends

Feporis every transaclionduring a specified daie range

Marage apeciTic Tranesclions,

2. Click Take Deposits. The Record Sale page appears.

Record Sale

Lunch 1D

— Quicksale

3. Enter the patron’s lunch ID number.

4, Deselect the Quicksale checkbox.

5. Press Return (Mac) or Enter (Windows). The PowerLunch Deposit page appears.

PowerLunch Deposit - Killian, Joshua

Option Value
Lunch ID 7820
Current Acct Balance -5 70

Amount Received

e

Tender Type @Cash : Check

Lon't Recard Deposit
Status: P

£ Submit

6. Enter the amount of cash received.
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7. Click Submit. The deposit is recorded, and PowerLunch is ready for the next patron’s ID
number. The transaction and new balance appear on the student’s Lunch Transactions

page.

How to Issue Refunds

There are times when you have to issue a refund; maybe a student is leaving school with a meal
account credit, or perhaps someone made an error on the student’s account. Whatever the reason,

record the transaction when you determine that a refund should be issued.

Note: Be sure to use the Lunch Transactions page and not the Fee Transactions page.

1. On the start page,

search for and select the student.

2. (Click Lunch Transactions. The Lunch Transactions page appears.

Lunch Transactions

Eriggs, Jess|ca b 10 25021 ALHS
{ New y
Balance: 30.00 Beqinning balance: 0.00
Date Time Mat Balance Description

0oaA1es2002 11:544F 20000 Z0.00 Cash deposit
09/13/2002 10:434M 10.00 30.00 D posit by peracnal check

3. Click New Transaction. The Transaction Record page appears.

Transaction Record

Briogs, Jessica K 10 25021 ALHS
Trangaction Date |1 2412003
Description ||:Ir_:pr_|5|1

Amount of Fee |
Amount of Credit |30

Tender Type S ah D oheck

f submit %

4. Use the following table to enter information in the fields:

PowerLunch User Guide

Field

Description

Transaction Date

Enter the date of the transaction.

Description

Balance.

Enter a description for the transaction, such as Beginning

Daily Activities
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Field Description

Amount of Fee It is not necessary to enter an amount in this field, since a
refund is being made.

Amount of Credit Enter the amount of the refund.

Cash Transaction Select this checkbox if the transaction is a cash transaction.

5. Click Submit. The Changes Recorded page appears.

6. Click Lunch Transactions to display the transaction. The balance updates to reflect the
refund.

Lunch Transactions
Briggs, Jessica K 10 25021 AGHE

' ™

Mew

Ealance: 60,00 Beginning balance: 0,00

Drate Time Mat Balance Description
0g/16/2002 11:544M 20,00 Z0.00 Cash depasit
09/13/72002 10:434H 10,00 30.00 Deposit by peraonal check
/2452003 12:31 PH 30,00 60,00 Deposit

Follow the same instructions to refund a staff member, but go through the staff listings to
find the record from the start page: click Staff, select the staff member, and then follow the
instructions above.

How to Create a Deficit Account Letter

When a student’s account balance is negative, you must notify the parents or guardians. This is a
small project involving several tasks. You must first create a form letter template and then select the
students whose accounts are deficit. Then run the report to generate the letters, preview them for
errors, and print them. Finally, you must create a mailing label layout and print the labels.

Note: Export a sample form letter (Lunch Letter.pst) from the PowerSchool Help site:
http://help.powerschool.com/viewtopic.html?t=reportarchive. For instructions on
exporting the template and importing it to your PowerSchool system, see the section "Report
Templates." In addition, the search string for selecting students with a deficit balance is
balancel<0.

Manager Screen

Use the PowerLunch Manager Screen to perform PowerLunch activities that are outside of or more
complex than the daily activities. All options on the Manager Screen concern changing data
entered on days in the past.
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How to Change Previous Meals

Change a patron’s meal classification and edit previous transactions that might be impacted by the
change in classification. This is useful when a student is approved for free or reduced lunches
retroactively.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.
PowerLunch
Fumec fion [rescnpbion
Sarve Brenkiaat Start aereing breyefmt
srve Lunch Hart serving lunch
Cagh Raport Raporis Gesh col lazted by each ceshisar on&pasified day
Enter Earned Meala Enter mamber of menls the 2ehoal paya far ins day
Heal Count Listing Letai lez werzion of Meal Caunt Aeport
Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy
Sk Prices and dpkions Sk =dull and shedent priess for meal:
Sat Mezzale Sat up meal Error medsm
ake Depraita Enter depraita far staff an: students
ransachion Pelkall Fep Feporis every transaclionduring a specified daie range
Manager Sore Manage 3 pesi Tic Transctions,

2. Click Manager Screen. The Manager Screen appears.

Manager Screen

Function Description

Change Previous Edit previous transactions to change a
Meals patron's meal classification.

Edit Tranzactions  Change a specific transaction.

Tranzaction Fora  Edit a transactionon a specific day or
Different Date range at a specific school. §1n case of
poswer outage, et}

PowerLunch Main Menu

3. C(lick Change Previous Meals. The Change Previous Meals page appears.
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Change Previous Meals

Option Value

il -
whilch students - iles 'I.Hrrlﬁ-ll:'

' The: 3elected 14 studenta
In/between these dates  [1/2212000 4y rougn [1/24/200:
Jhange meals 10 this tepe Fraa (F) [

Read before precesding

Thiz function changes all fransactions for the spacified studanti=) inthe
speciTied date range. Meal counts and student acoount balancss will be changed
due 10 the newly selected meal bypes and prices. Student lunch balances wil
e recalculated.

Lure:n Mann e

f Submiv 3

4. Use the following table to enter information in the fields:

Field

Description

Which students?

Select the option to indicate which students' classifications will
change.

On/between these dates

Enter the first and last days of the date range to be changed
using the format mm/dd/yyyy or mm-dd-yyyy. If you do not use
this format, an alert appears. If you submit the date with an
incorrect format, the date field will be submitted as a blank
entry.

Change meals to this
type

Choose the meal type from the pop-up menu.

5. Read the note very carefully. It explains that the change you are about to make impacts all
meal transactions for the student, the account balance, and meal counts. Be sure you want

to change the classification.

6. Click Submit if you are sure you want to change the classification. The Changes Recorded

page appears.

How to Edit Transactions

Change individual transactions for a specific day.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

Daily Activities
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PowerLunch
Fumec fion [rescnpbion
Sarve Brenkiaat Start aereing breyefmt
srve Lunch Hart serving lunch
Cagh Raport Raporis Gesh col lazted by each ceshisar on&pasified day
Enter Earned Meala Enter mamber of menls the 2ehoal paya far ins day
Heal Count Listing Letai lez werzion of Meal Caunt Aeport
Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy
Sk Prices and dpkions Sk =dull and shedent priess for meal:
Sat Mezzale Sat up meal Error medsm
ake Depraita Enter depraita far staff an: students
ransachion Pelkall Fep Feporis every transaclionduring a specified daie range
Manager Sore Manage 3 pesi Tic Transctions,

2. Click Manager Screen. The Manager Screen appears.

Manager Screen

Function Description

Change Previous Edit previous transactions to change a
Meals patron's meal classification.

Edit Tranzactions  Change a specific transaction.

Tranzaction Fora  Edit a transactionon a specific day or
Different Date range at a specific school. §1n case of
poswer outage, et}

PowerLunch Main Menu

3. (lick Edit Transactions. The Edit Transactions page appears.

Edit Transactions

Option Value

Date Range |1."22."2|:IU3 through |1."24."2U03

At this school [ Apple Grove High S5chool % ]

PowerLunch Main Menu

f Submit ¥

4. Use the following table to enter information in the fields:
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Field

Description

Date Range

Enter the first and last days to be scanned using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an
alert appears. If you submit the date with an incorrect format,
the date field will be submitted as a blank entry.

At this school

Choose the school from the pop-up menu.

5. Click Submit. The "Select a Transaction to Edit" page appears.

Select A Transaction To Edit

PowerLunch Main Menu

6. Click the transaction to be edited. The Edit Transaction page appears.

Daily Activities

© 2004 Apple Computer, Inc. All rights reserved. 44




s
. PowerSchool

PowerLunch User Guide

Edit Transaction

Tranzaction Detail

Mame of patron Stark, Kourtney C

Date Im
Time [1148 AN
Description

(leawe biank for aulomalic) |

Dehbit 2.00

Credit 0.00

Meal price 200

A La Carte W
Cash recelved 0.00
,r“a:}{cumfm aufomaticaty) £.00
Batch numbar 19376
Transaction Classifications

Meal or Deposit Meal —

Lunch or Breaklast

Who? (Student, Adult,

Student gues!, Adull guest) | Student - ]

Full pay #

Froa, reduced, or full pay

FosderLunch Mair

{ Delete Y £ Submic 3
7. Make any necessary changes in the Transaction Detail section.
8. Navigate to the Transaction Classifications section.
Transactlon Claszilleations
Maal or Deposit
Lunch or Breakfast
Who? (Student, Adult, -
Student guest, Adult guest) l Student ;I
Fres, reduced, or full pay Full pay =
PowerLunch Main Menu
(" Delete Submit

9. Use the following table to enter information in the fields:
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Field

Description

Meal or Deposit

Choose the transaction type from the pop-up menu.

Lunch or Breakfast Choose the meal from the pop-up menu.

guest)

Who? (Student, Adult, Choose the type of patron from the pop-up menu.
Student guest, Adult

Free, reduced, or

full pay | Choose the meal classification type from the pop-up menu.

10. Click Submit. The Changes Recorded page appears.

How to Enter Meal Transactions for a Different Date

Use this option if your computer is not functioning and you must record the day’s sales manually.

When this happens, enter

1. On the start page,
appears.

the sales into PowerLunch after the system is running again.

choose PowerLunch from the main menu. The PowerLunch page

Powerlunch

Fumec fion [rescnpbion

erve Erenkiaat Start aereing breyefmt

= Lunch Start serving lunch

3h Rapor Raporis Gesh col lazted by each ceshisar on&pasified day

Enter Earned Meal Enter mambee of menla the sehoal pays Tar (s day

Heal Count Listing Letai lez werzion of Meal Caunt Aeport

Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
fanl Program ENgibl iy Bvafuete abudentas S el lglbl b for free, reduced , or Sull pay status
woerbunchClazs Counds  Meal counds from teachers wsing PowsrGrace todyy

2k Frives and dptions Sk =dull and shedent priess for meal:

dn3n] Sk up el BEROF e

ake Depeaits Erter deprsits far staff ans studends

ransachion Pelkall Fep Feporis every transaclionduring a specified daie range

1 TS Marage apacific Lransctions:

2. Click Manager Screen. The Manager Screen appears.

Daily Activities
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Manager Screen

Function Description

Change Previous Edit previous transactions to change a
Meals patron's meal classification.

Edit Tranzactions  Change a specific transaction.

Tranzaction Fora  Edit a transactionon a specific day or
Different Date range at a specific school. §1n case of

poswer outage, et}

PowerLunch Main Menu

3. Click "Transaction for a Different Date." The Transaction for a Different Date" page appears.

Transaction For a Different Date

Cption alue
Date on vhich to enter transactions 10752020072

Vhich meal | Lunch 2

School Appls Grove High Schoal

f Proceed 1o Serying Screen

4. Use the following table to enter information in the fields:

Field

Description

Date on which to enter
transactions

Enter the date that will be used to record the transactions using
the format mm/dd/yyyy or mm-dd-yyyy. If you do not use this
format, an alert appears. If you submit the date with an
incorrect format, the date field will be submitted as a blank
entry.

Which meal

Choose the meal from the pop-up menu.

5. Click "Proceed to Serving Screen." The Record Sale page appears, and you can now enter
the transactions as if they were occurring live.

Note: When you finish entering the transactions on the different date, log out of
PowerLunch to reset the date.

PowerLunch Reports

PowerLunch'’s reporting features are varied and useful. You will use them regularly to manage your
own books and to provide statistics to the state. For the most part, they are simple to produce and

Daily Activities
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the application is user-friendly. However, you are encouraged to read the sections "Custom

Reports" and "Preconfigured Reports" before trying to create reports.

Note: Click your web browser’s Back button anytime you get a report that does not provide you
with the proper information. Perhaps you needed another column, or maybe you selected the

wrong date. This is not a problem; just back up and reset your specifications.

How to Run the Cash Report

This report tells you how much cash each cashier took in on a selected day.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

PowerLunch

Fumec bion
Sarve Brenkfast
e Lunch

Caeh Rapor

Ervh Fhed Meal
sl Count Bepor
FowerLunch Clazs

sk Depraits

fanager 5o

Fe=al Count g
Faal Progeam Eligibl ity

=k Frices 2nd Options

ransachion Pelkall Fep

[rescnpbion

Start aereing breyefmt

Start serving lunch

Raporis Gesh col lazted by each ceshisar on&pasified day

Enter mambee of menla the sehoal pays Tar (s day

Letai lez werzion of Meal Caunt Aeport

Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.

Ewaluede abudenta S allgh bl ke for free, reduced, o full pay stk

s PEal counds from tsachers wsing Powsrbrace by,

Sk adull and shedenl prices for meals

Zat up el EFROF TR

Enter depeaits far staff and studends

Feporis every transaclionduring a specified daie range

Marage apeciTic Tranesclions,

2. Click Cash Report. The Cash Report page appears.

Cash Report

Praoduce repart far this date: I12a‘6a‘2002

PowerLunch Main FMenu

£ Submit

3. Enter the date for which you want to produce the report using the format mm/dd/yyyy or
mm-dd-yyyy. If you do not use this format, an alert appears. If you submit the date with an

incorrect format, the date field will be submitted as a blank entry.

4. Click Submit. The resulting report displays which cashiers received deposits in cash and
checks on the date you specified.

PowerLunch User Guide
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Cash Report

Cashier Name

# Transactions

Cash Check Cash Checks Total
Al lphin, Timothy =z = 48 00 1500 &3.00
Total - £ Z 4800 1500 &3.00
Power Lunch Main Men

127642002
Apple Grove High School

Amount Received

How to Run the Meal Count Listing Report

This report is similar to the Meal Count report but has far more detail. You have the option of
clicking links in the reported statistics to learn more about them.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.
PowerLunch
Fumec fion [rescnpbion
Sarve Brenkiaat Start aereing breyefmt
srve Lunch Hart serving lunch
Cagh Raport Raporis Gesh col lazted by each ceshisar on&pasified day
Enter Earned Meala Enter mamber of menls the 2ehoal paya far ins day
Heal Count Listing Letai lez werzion of Meal Caunt Aeport
Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy

=k Frices 2nd Options

St edull and sbwdenl prives for meals

Sab FMexzae Sat up el BEOF e
Ll Enter depraits far sttt and students
ransachion Pelkall Fep Feporis every transaclionduring a specified daie range
laneer Sore Marage apeaciric Tran=ctions,

2. Click Meal Count Listing. The Meal Count Listing page appears.

Meal Count Listing

Oplion
Date Range
teal

Use school calendar

listed ag a school kolidayk

{This vall exclude any school days ?

Mote: This report may take zeweral m inutes o generate.

FosserLunch Main Menu

Walue:
BME2002 gy raygn (92302002

3. Use the following table to enter information in the fields:
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Field Description

Date Range Enter the date range to be scanned using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an
alert appears. If you submit the date with an incorrect format,
the date field will be submitted as a blank entry.

Meal Choose the meal from the pop-up menu.

Use school calendar Select this checkbox to use the school calendar when scanning.
This function excludes any school holidays from the count.

4. Click Submit. The resulting report displays how many patrons there are in each category
(the number in brackets) and how many meals were purchased by each category (the
underlined number).

Maal Court Listing: Lunch

= - : — Teial

Click any of the underlined numbers to view the details of the transactions that make up
that number. For students, there are seven categories: free, reduced, paid, guest, exempt,
earned, and additional. The seven categories are added in the total column. For adults,
there are four categories: faculty, guest, earned, and additional. The four categories are
added in the total column. Both totals are added in the last total column on the right. Totals
for multiple days appear at the bottom of each column.

How to Run the Meal Count Report

This report provides a quick list of total meals served on the selected days. It displays the
breakdown by meal and lunch status.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

Daily Activities
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Powerlunch
Fumec fion [rescnpbion
erve Erenkiaat Start aereing breyefmt
= Lu Start serving lunch
Fe Raporis Gesh col lazted by each ceshisar on&pasified day
i ned Meal Enter mambee of menla the sehoal pays Tar (s day
Meal Lo ting Letai lez werzion of Meal Caunt Aeport
Meal Civ Seporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal F cam Ellgl bl ity Beafuede atudents S allghbl ke for fres, raduced, or £
rlunchClazs Counts  Meal coants from teachers using PowsrGrade todry
rives 2 Opkio St edull and sbwdenl prives for meals
x5 Sat up mel BCTOF e
Lepioa Enter depraita far staff an: students
ransachion Pelkall Fep Feporis every transaclionduring a specified daie range
¥ S Marage apeciTic Tranesclions,

| pay abatig

2. Click Meal Count Report. The Meal Count Report page appears.

Meal Count Report

Oiption

Date Ronge

Hestrict report to these grade lewvels:
(leawe blank to inclede all gradesh

Walige

I_I'l' gl I_

Mote: This report mey take several minutes to generate

PivwerLunch Main Menu

£ Submit

[B16/2002 4hrougn [912372002

»

3. Use the following table to enter information in the fields:

Field

Description

Date Range

Enter the date range to be scanned using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an
alert appears. If you submit the date with an incorrect format,
the date field will be submitted as a blank entry.

Grade Levels

blank.

Enter the first and last grade levels to be scanned. If you want a
report on one grade only, enter the same grade number in
both fields. If all grades are to be scanned, leave both fields

4. Click Submit. The report displays the numbers of meals served on the specified days.
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Dally Meal Count Report e Fian e
B kit Luncs Tata .,ff.f.:-,',':!;rﬂ
Stisdent Fres a 3
Shudend Radie n a 0 a
Student Full 1 2 o 15
Stuls o Gussl 0 ! [ 17
Eee ounl Mealz 0 1 0 L)
Studens Teds I 5 4 Eligibla: 1E
Feculty 3
Aielt Guest 1 a i
Eerred Meale 0 0 0
fault Tatal 3 ]
Sraed Tokals z & 2
I Flin Ik

How to Take PowerLunch Class Counts

This report helps you plan how many meals to prepare by importing counts from teachers’

PowerGrade files.

Note: The count will only display meals for those teachers who submitted their lunch counts

through PowerGrade.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.

PowerLunch
Fumec fion [rescnpbion
Sarve Brenkiaat Start aereing breyefmt
srve Lunch Hart serving lunch
Cagh Raport Raporis Gesh col lazted by each ceshisar on&pasified day
Enter Earned Meala Enter mamber of menls the 2ehoal paya far ins day
Heal Count Listing Letai lez werzion of Meal Caunt Aeport
Meal Count Reporl Foports 3 quick lislof ksl mesls saeved duriog & specilisd dals rangs.
Maal Progeam ELgibl by Bvafuede atudents S eliglbllibe for free, raduced, or ful | g abatus
FowerLunch Clazs Counds  Meal caants from teachers using PowsrGrate todyy
Sk Prices and dpkions Sk =dull and shedent priess for meal:
Sat Mezzale Sat up meal Error medsm
ake Depoaits Enter depraita far staff an: students
ransachion Pelkall Fep Feporis every transaclionduring a specified daie range
Manager Sore Manage 3 pesi Tic Transctions,

2. Click PowerLunch

Class Counts. The PowerLunch Class Counts page appea

PowerLunch Class Counts appli e High Seh

Sludsnt Adult H=er
Breakrlasl Hol Lunch & La Carle Sreskfas! Hol Lunch & LaCerle Hilk 1 E
Tatnla (1] 1] ] m 1] L1} 0 oa

Thia Infarmetion 15 faken feom feacters wha Rede uses
Pl rhEnde s TSR Clasa Capstn” Turetian b

rs.
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The report displays today’s date at the top of the page, as well as the number of hot meals

and milk units students intend to purchase.

How to Run the Transaction Detail Report

This report provides detailed information about transactions in a selected date range. You will find
it very helpful because you select the information to be scanned, and then PowerLunch produces a
report in your spreadsheet application. You can select to have almost any information pulled from

PowerLunch for any day.

1. On the start page, choose PowerLunch from the main menu. The PowerLunch page

appears.
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2. Click Transaction Detail Report. The Transaction Detail Report page appears.
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Transaction Detail Report

Option Value

I?Timnﬁr
Ia[iuasu:riptiu:un
Iaﬁtudent name
I?Dehit amount
Columns to show @Eredit amount
Met amount ¢eldsf-crane
I?Eﬂsh received
@ﬁ la carte amaunt
I?Entnarnﬁeu:l by
I?Ehi«tu:h number

Start Date 9/23/2002
End Date IQIESIEUUE

Tranzaction Types tudent Lunch

taff Lunch

Batch number

.

Order

Order recorded (date) # |

Export

Mote: To display several columns, enlarge the browser window.

PowerLunch Main Menu

f submit ¥

3. Use the following table to enter information in the fields:

Field Description

Columns to show Select any combination of the checkboxes to indicate what to
display.

Start Date Enter the start date of the report using the format mm/dd/yyyy
or mm-dd-yyyy. If you do not use this format, an alert appears.
If you submit the date with an incorrect format, the date field
will be submitted as a blank entry.

End Date Enter the end date of the report using the format mm/dd/yyyy

or mm-dd-yyyy. If you do not use this format, an alert appears.
If you submit the date with an incorrect format, the date field
will be submitted as a blank entry.
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Field

Description

Transaction Types

Select the checkbox next to the transaction type to display.

Batch number

Enter a batch number to scan a specific batch. Separate
multiple batches with commas. A batch refers to a cashier’s
session for the day.

For example, if you have two cashiers for breakfast, the sessions
are batch numbers 1 and 2. Perhaps you have four cashiers for
lunch on the same day. They would be batch numbers 3-6. You
can prepare a report on the activities of certain staff members.

Order Choose the sort order from the pop-up menu. This refers to the
order of the listings on the report.
Export Select this checkbox to export the report to your spreadsheet

application. If you do not select this checkbox, the report
appears in your web browser and you will not be able to format
it.

Click Submit. If you did not select the Export option, the report appears, including the
columns you selected and cash totals. Print or save the report. If you save the report
without exporting it, you could lose some of the report’s format. For more information, see
the section "Run, Print, and Save Reports."

Transaction Aeport
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If you chose the Export option, save the file. Continue to the next step for those instructions.

Choose File > Save As....

In the Save dialog, specify a name, location, and file type.

Click Save. Open the file using a spreadsheet or other application.
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