school-day £33

USER GUIDES

ADMINISTRATOR USER GUIDE

September 2016




INTRODUCGTION ....iiiiiitiiiiiiiiiiittieeeiiiissnetieessessssssssaeesssssssssnssasssssssssssnssssssssssssssnssassssssssssssnsassssessssssnnnnesssssssssnns 5

WWELCOME TO SCHOOL-DAY .1tueieieiitiiiee et e eeeettiee e e e e e e et aeaeeeeee s eataa e e s eee s e s s baa e eessssssbaan e seessssatanneeessessstannsaeessssssnnneeeesesesres 5
ABOUT OUR GUIDE .uuuiiiieevitiieeeeeeeeetttteeesesseesasteseeessssssteaseessssssssanaseessssssannasesssssstanaesesssssssnneeesessssssssneeesesssssssneseesesssres 5
GETTING STARTED ...cccteuiitniiienerenerencrenseeencrensernssessssssssssssessssssssssassesnssssssessssssssessssssnsssssssssssssssesnsessssesnssssnsesnsesansenns 6
ACCESS YOUR SCHOOL-DAY ACCOUNT 1uttuteieieetiitiieeeeeeettttiiaeeeeessstsataaeseeesssstatasesssssstanaasesssssstanaeeessssssrsnsaeeessssssnnnneeeeesesres 6
RETRIEVING A LOST PASSWORD ....cvvvtuuueeeeererertteeeeeesssstsieeesesssssssaesesessssssnaeseesssssssnnaesessssssssnsesessssssnsnneessssssssnneseesssssrnnnnns 6
DASHBOARD ......citteeiittenierteenettenneertenseereenseessasssessansssssssssssssnssesssssssssssssesssnssssssssssssnssssssnssssssnnssssennsssssnnsssssnnssssannnne 7
PROFILES......iiteuieiitenerteenereensereensereenssessenssesssnssesssnsssssnsssssssnsssssnnsssssnnssessnnsssssnnsssssnnsssssnnsssssnnssssennsssssnnsssssnnssssannnns 8
PERSONAL PROFILE
SCHOOL PROFILE cevvvvvrrerereerrerereeereresssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssesesssesssnrerens
LANGUAGE SETTINGS «.ettttvtuueeeeeerersttaseeesssassneaeeeessssstsnaeeesssssssanseeessssssnsnaseesssssssnnsesessssssssnaeeessssssnsaneessssssssnineseesssssrsnnnns
PAYMENT TYPES SETTING
CASH BUTTON TEXT . etttuuieeeeititttiieieeeeeetstaiaeeeeeeessaasa e eeeessesaasaeeeesssssasanseassssssasaaseessssssanneeesssssssannaesessessstnnnaeeessssssrannaeeenes
APPROVALS ... eeettttteeeeeeeeeetteeeeeeeeeaat e eeeeeseaaaaa i aesesssesaaaasesesssssasansaassssataaaaesssssssannasesssssatanneeessessssanneeeessssrsranneeseesesres

VIEW, EDIT OR APPROVE PENDING APPROVALS

SCHOOL DETAILS.....ciiiiititeiiiiiiiiernneseeeeeteennnssssssssssssnnssssssssssssnnssssssssssssnnssssssssssssnnnsssssssssssnnnssssssssssssnnnsssssssssssnnnes 10
GROUPS ..ttt etiiittteeeeeeeeeettte et e eeeeesuaataaeeeeeaasasssaaeeeaeeesassaaseeaeeee s saesaeeeeesaassssaaseeeeeaasnsseaeeeeeeesnnssaseeeeeeesnnssssaeaeaeesansnnrennns 10
VIEWING GROUP INFORMATION ..etieeeieiuttureeeeeeaiauusseessesesasussssseesssasissssssessssssansssssessssssanssssssssesssnnssssssssesssamsssssnseesssensnnes 10
EDIT OR DELETE A GROUP ....cuutttiiieeeeeeeititteeeeeeeesateaeeeeeeasasaasseeaeeesasssssaeeaeessasssaseesaesesasssssaseeeesasssstanseeessansnnsanneeessennnnse 10
Y1102 PPN 11
MANAGE PARENT/GUARDIAN ACCESS .. vvveevveeiuveeeseeeireeesseesseeesseessseessessssssesseesssesessesssssssesssssssssesssssssseesssesssessssesssseesns 11
STUDENT HOMEROOM ...ceeviteieieeeteeeeeeeeeeeeeeeseesseeesesseesesesesssesesssssssesesssssesssssssesesssesesesesesesssesesesseeseeeseeeeeeemeeeremerereer. 11
TEACHERS .ttt eeeeeeeeeeee e et et et et et et e ee e et e e e eeeaeeeeeaeaeaeaaeeasaeasatasaeataeasaeaaasaaaeasaseeeeaaasaeaeasaeasaeeaeaeeeeaeeseseseeeeeseseeeeeeeseseeeeeeeeeaeeeeeees 11
EDIT CLASS/GROUP ASSIGNIMENTS ...vveevveeeseeeesreeeseeessseeesseesseeesssesssseaseesssssassessssesessesssssessesssessssesssssssseesssesssessssesssseesns 12
ADD ADDITIONAL/SECONDARY TEACHERS .....ceuvveteiteeeesiuteeeeesseeeesesseessessesesessesessaseseesassesesessesessasessessstesessssssssssseesssssenessns 12
IMIEIVIBERS ... s 12

INTRODUCTION LETTERS AND SECURE-MATCH KEYS.....ccceeeeecciiiiiierinneccierineennnssssessssesnnnssssssssssesnnnsssssssssssnnnnsssnss 13
INTRODUCTION LETTERS ..ttt s 13
SECURE-IMIATCH KEYS .. uititetteeeeeesiitttee e e e e e sttt e e e e e e sbate e e e e e e s saabaeaeeessasssnbeaeeaeesassnsbaaeaeesse s ssbsbaeeeesesnnnsnsaeaeesesanssnseaneas 13

ADMINISTRATION TOOLS .....cciiiiiirunniiiiniiieennssssissiimmsssssssssssssmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnes 14
ANNOUNGCEMENTS 1.tttttteeeseeuutteteeeesaasnstataeesesssasssseeeeesssassssssseeesssasssssseeesssssasssssseesssssnnssssseesesssnsssssseeeessssnsssssneeesssensnnnes 14
AADD ANNOUNCEMENT 1.ttt tteeuiittttteeessssutteteeesesssassuaseeesesssasssssseeeessssssssssseeesssssansssseeesssssnnssssseesesssnnssssseeeessssnmsssnseeeesssnannes 14
VIEW ANNOUNCEMENT 1ttt teeuiitttteeeeseesutteteeesesesssutaseeeeesssassssaeeeesssassnsseseeesssasasssssseesssssnnssssseesesssssssssseeeessssnssssnseesssssnnnnes 14
ANNOUNCEMENT DETAILS 11ttttttttttutttatatatatssasassssaeaassss s 14
(7Y N oY PP PPPPPPPPPPPPPRE 14
Yol L0 0 T ol ISP PPPPPPPPPRE 15
Y0 T 15
DOWNLOAD, EDIT AND DELETE FILES 11t eeutttvtteeeseesiiiteeeeeeesettateeeseeesenstssseeeesssassaseeeaesssassssssnesesssassnsssneeesssensssenseeessennnnnns 15
BV EN TS 1 ettttteee e e e ettt ettt e e e e ettt et e e e s eaauebaeeeeeeea e aata s e eeeeee s antateeeeeee e nnhe et e eeeeeeantateeeeeeeeanaateaeeeeeeanantaeeeeeeeennnnranaeeeeeannnne 16
VIEW ONLY EVENTS cetttttteeeeeitittttteeeseeseuttateeeseeesssstutreeeesesssssssaeeeeesaassssseseeeessasssssaseeasssesnnssssseesesssnsssssseesesssnsssssneeesssensnnses 16
P A RTICIPANTS ¢ttt ettttteeeeeeeeatteeeeeeseessastaeeeeeeeassasbaseeeeeeessnssaseeaeeeesssssssaeaeeeesanssaseeeeeessanssassaeeesssansssseneeesssannnnsnnneeessennnnsn 16
ACTUAL COST/DISPLAY PRICE ....vvtetveeteeeiteeeiseeeetaeeeseeessseeesseessseessseessseesssesssesasssaasssassssessssessssaasssansssanssessssensesssesenseeenses 17
EDITING PRICE DETAILS 1.ttt s 18
BV ENT DETAILS 1t s 18
EDIT OR DELETE EVENTS 1ttt s 18

EVENT ATTENDANCE ....eettvtttuueeeeeererstunaeeeeesessaneaeeessssssnsaseeesssssssnnsseeessssssnnsaseesssssssnnsesesssssssannsesessssssssnnseeesssssssnnnseseesssres 18



VOLUNTEERS LIST -ttt et e ettt ettt et e e e st e e e e e et e et e e e et et e e e e e s e e s b e e et e e e e e s s be e et e e e e e s annnneeeeeeesensnnraneeeeesennnnnes 20

PERMISSION FORMS ...t 20
ADD PERMISSION FORM ...citttiiieseeiitiiiie e e e e eetttiese e e e eettateseeeeeeetaaa s aeeeeeaetaaaseeeaeeasansseeeeesassaaaeeeenessssnneeeeenssnsnnnseeeeennsen 20
EVENT FORMS .t nan 21
[ 270 51U L8 KPP UUPPPPPRIS 23
P RO DU CT DETAILS ..t eetttttttueeeeeeettutt s eeeeeeetaua e aeeeeeesaaueeeeeeesessaanseaeessessnnsseeeeessssnnaseeeesssssnneseeeesssssnnseeesesssssnnnseseeennnen 23
EVENT PRODUCTS ..uuttttttteeeeeeiutteeeeeseeesussaseeeseeasasteseeesseasnssssseaesesssnsssssaesesssasssseessesssanssssssssesssasssssenssesssnnnnsssnseeessannnnnes 24
CUSTOMIZABLE PRODUCTS. .. ttttteteeeetttttteeeseassttateeeaeseseuuaseeaeeaesassssaaaeessaasssssanesessaasanssssseesesessnssssseesssesnnsssssessesesansnssenees 24
PRODUCT FORMS .....ttttttttee e ettt et e e e eesttaeeeeeeeesatateeeeeeessasaaseeeeeaesssssaeaeaeeesasssaseeeaeeesasssssseeeeesaansnssaneeeessansnnsanneeessannnnne 25
FEES ..oiiiiiitiieeiiiiiiiienenniissiisesanssssssssssssnnssssssssssssnnssssssssssssnnsssssssssssssnnssssssssssssnnnsssssssssasnnnsssssssssssnnnnsssssssssannnnnnsssss 28
AADD A FEE ooiiiieieieiitteee e e e e eeet ettt e e e e e et e e e e e e eeeeetaaaeeeeeeesaaaabaeaaeeeaaaaabaaaeaaeeeaaabataeeaeeeaaatbataeaeeeeaaaanbeeaeeeeaaaaaraaeeaeeeeaaanre
EDIT A STUDENT FEE..............
DELETE A STUDENT FEE
ASSOCIATE A STUDENT FEE .vutttutuuuuuuutususususssasusssusasaaasasssnssssesensasasssnsasnsasnnsaasesasasasaeeansasesnnnsnnnnnsnnnnnnnannnsnnnsnsnsnsnnnnnnnnnnnnnnn

ASSIGN A STUDENT FEE
REVIEW STUDENT FEE INFORMATION
STUDENT ACCOUNT
APPLY SUBSIDIES ...uvvvveeeeeeeeeciiirereeeeeeeseinnnees
ACCEPT CASH PAYMENTS FOR FEES
STUDENT FEES REPORTS

OTHER REPORTS ..ovvveveeeeeeenns
) S 28 [ RPN
SERVICE DETAILS cettttttteteieieteteeeteeeeeeeeeseeeeee e e e e eeeeeee s ea e s e s e ee s e s ae e e e e ea s e ea s e s s e s e e seeasae s e s eseaaeesesaeeees e e e s eeseeseaeseeesesesesesssesesenenenerennns
PARENT CONFERENCE ......ccceeuiiiiteiiitenniiiieesieiiensiersensiessenssesssnssessssssesssnssssssnssssssnssssssnssssssnssssssnsssssnnsssssnnsssssnnssssanne 37
AADD CONFERENCE 11vvvuvuvuvssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssnsnssnnsnnnnnnn 37
EXCLUDING A CLASS/GROUP ...ttt e ettt e eeetet e e eeteee e e et e e e eaae e e saaeeeseateeesenseeesesseeeesaateeeeensassesnaaeessabeeeesntesesenseeessaneeeeas 38
CONFERENCE DETAILS 1uuueeeeetttttiieeeeeeeetttuiaeseeeessasaueaseeesssssannaaseessssssannsasesssssssannseeessssssnnnnsesessssssnnesessssssssnaesessssssrnnnenseees 38
SET CONFERENCE DETAILS «.eettiuuieeeeeeeetitiieeeeeeetttstaaeeeessssssnnaaseessssssannasesssssssannsesesssssssnnnseeessssssnnneseesssssssnnaesesssssnsnnneeeeees 38
ROOM/LOCATION DEFAULTS . vveeeteeeetreeeseeesseeeeseeessseeesseessseeesseesssseesesesssssesseesssssesesesssssesseesssesaseessnsssenseessessnsesssessnsesans 39
EDIT A TEACHER/CLASS LOCATION. .. vveitveeeteeeeteeeeseeeeseeeesseessseeeseeessseeeseeesssesesseesssesesseesssssessessssesaseessnsssenseesnsesenseesseeeeeesns 39
EXPORT APPOINTIVMEENTS ¢ttt nnnnn 40
D I 1 2 0 = [ 40
ACTIVATE CONFERENCE DETAILS ..vvuvuuutusuuusssssssusssnsnsssssnsnsnsssnsssssnsssssnsssssssssssssssnsssssnsssssnsnsnnssnsnsnsssnsnnssnnssnnnsnsnsnsnnnnnnnnnnnnnnn 41
FINANCE IMANAGER......cccuitttteierteenierteenerteesiereenseresssseseenssessesssessesssesssnssessssssssssnsssssssssssssnssssssnssssssnssesssnssesanassesanns 42
BANK DEPOSITS «uutuuuuuuuuuuuenuneuannnanennnsnnnnnnnnnnnsnnnnnnnnnsnsssnsnsnsssnsnsssnsnssssssssssssssnssssssnssssnnssssssssssssssssssssssssnsssssnnssnsnssnssnnnssnnnnn
G/L ACCOUNTS ..evvvreenreenns
PAYEE MANAGEMENT
RECON CILIATIONS .ttt nnnnn
PAYMENT CENTRE .....cceuuiiiiieniiiiennieinennieitensiersensiessenssesssnssesssnssesssnssssssnssssssnssssssnsssssnnssssssnsssssnnssssssnsssssnnssssannssssanne 50
N Y= N S 0] 23 2 50
REFUNDS 11t nnnnnnnn 51
OPEN ORDERS ..vvttvttteereeeereeeesrsessesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssesesssererersserernn 52
A CCEPT PAYIMENT 1uuuueeeeeetetttieeeeeeseersuueeeeesssssanaaeeessssstanaaeessssssssnnsaeessssssnnnnsesessssssnnnesessssssssnnsesessssssssnnseeessssssnnnneeesesssses 53
CREATE DISBURSEMENTS vevvvttteteteterereeessesssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssrsren 55
PETTY CASH ietttiiiiieeeeeeeettieee e e e e et eet et e eeeeeeerat e eeeeeesssaaa i aeaesssasanansseaesssssannsnseessssssnnnsasesssssstannsasessssssntnnseeessssssnnnnseeeesseren 57
REPORTS ..cuiiiitieiiiteeeieiteenereeensereeessereensseresesseseesssessssssesessssessssssssessssssesnssssensssssennsssssnsssssssnsssssnnsssssnnssssennssssannssesanns 58

ENDING A SESSION .....ceeiiiiiiiiiiitittiiiiiinetteestissnnette et ssssssssesae s s sesssssassassesssssssssnsnsssssssssssssnnssssssssssssnnnnsesssssssnns 58



SUPPORT .....

CONTACT US



INTRODUCTION

Welcome to School-Day

Welcome to the School-Day Administrator User Guide. We know that running a school can be
challenging, which is why we are proud to offer a tool that helps organize your administrative tasks in
one central location. Administrators play an important role in the school community — it is your
dedication and participation that motivates School-Day to focus on your administrative needs. We hope
that you find this guide informative, and that it helps to make the most of your experience. Please
contact us if you have any questions or inquiries.

About Our Guide

At School-Day we are continuously working towards improving our system to better suit your needs. As
we develop new features, we update our User Guides. At the bottom of the cover page of this User
Guide you will notice a version number. You will always find an updated version of this User Guide
available online on our Support Site at www.school-day.com/support.

We value any feedback about our guides and our product, so please take a moment to send us your
comments at support@school-day.com or call us anytime at 1.855.253.1731. Your feedback will help
make School-Day your solution.

The School-Day Team



GETTING STARTED

Access Your School-Day Account

To access your School-Day account, navigate to www.school-day.com and click Log In/Register. Sign in
using your unique username or email address and password. If you need a username, please contact
Support.

As the Administrator, you have access to all School-wide information as well as individual Class/Group
information. The School level is the default level. To add, view, edit and delete information at the
Class/Group level, select the appropriate Class/Group from the drop down list in the side menu and
then perform an action.

Retrieving a Lost Password
To retrieve a lost password, click Sign In from the School-Day homepage and select

Username/Email

Lost Password.
Password
Enter your email address, click Request, and an email will be sent to you. This
. . . . SIGN IN | REGISTER
email contains a unique link to a password reset page.

Y Remember me

Lost password

Create your new password and click Reset Password. You will then be prompted
to sign in to your account using this new password.


http://www.school-pay.com/

DASHBOARD

Your School-Day Dashboard gives you an overview of the activities, items, and data active in your school.

Blue text and icons in School-Day are actionable items — try clicking on them to filter data, show
summary information, or show more detailed information.

School-Day School B
Board
EVENTS
144 34 45 97
Fri, Sep 30, 2016 10:00 AM - 3:00 PM
ADMINISTRATION TOOLS Zoo Trip
School-Day Public Schoo!
FINANCE MANAGER < AUGUST 2016 >
Fri, Sep 30, 2016
TUE Fire Station Trip
MON TUE WED THU FRI SAT SUN
PAYMENT CENTRE Sclool-Day Public School
2 3 - B 6 7
SCHOOL DETAILS oo 5B o Wed, Aug 31, 2016 10:00 AM - 4:00 PM
8 9 10 i1 12 13 14 Fort York Field Trip
REPORTS 15 16 17 18 19 20 21 School-Day Public

22 23 24 25 26 27 28
REGISTRATION CENTRE 1to 3 of 3 events

COLLAPSE MENU

EVENTS
CALENDAR EVENTS
PRODUCTS
ANNOUNCEMENTS
PERMISSIONS
FILES

I SERVICES

PAYEE SERVICES

Qe B @ o NN

School-Day Public School

To return to your Dashboard at any time, click on the Dashboard link, found on every School-Day
page.

Adding Items: To add an item in School-Day, look for the Add Symbol found in your side bar.
You will select an item to add, and then pick the group to post it in to start.

Actions, Editing, Reports and Additional Options: To see additional functions for some items,
click on the More symbol. Typically, you will see Edit, Delete or Report functions here.




PROFILES

Profiles will let you set personal and school-wide information. SERVICES
Look for the settings icon down near your school or username PAYEE SERVICES
to begin. + Edit Profile

Edit School

School-Day Public School

Personal Profile

Your Personal Profile lets you change your password or
language settings. Click Edit Profile, change any information
then click Update.

School Profile
From the School Profile, you can edit certain settings, such as Approvals, Time Zone, and Payment Types
Accepted. You can also set general information about your school, or upload a photo.

Language Settings
You can set the language in which School-Day displays some information, choosing from English or
French. All school generated emails and notices to parents will be sent in the language chosen.

Payment Types Setting

The Payment Type option sets how you will allow parents to purchase items at your school. You can
choose between Online and Cash, Online Only, and Cash Only. Online and Cash is recommended for
most schools, especially if you’re just starting to use School-Day.

Cash Button Text

The Cash Button Text option will change how your Parents see the ‘cash’” payment button. It is defaulted
to Cash/Cheque, but you can change it to reflect language preference or usage preference (for example,
changing the button to say Cash Only if you no longer accept cheque payments).

Approvals

Your school can be set to Approvals, which means that every posting (Events, Products,
Announcements, Permission Forms, Programs Files and Services) will need to be approved before being
shared publicly. At the time of creation, the user receives a message indicating that the posting has
been sent to the Administrator for approval, and the Administrator receives an email indicating that
they have Approvals pending.



View, Edit or Approve Pending Approvals

View Pending Approvals from your Dashboard. If you have items to
approve they will show in red. Click on the headings to review the
postings. Click Approve to share the items.

PENDING APPROVALS

EVENTS

CALENDAR EVENTS
PRODUCTS
ANNOUNCEMENTS
PERMISSIONS
FILES

SERVICES

PAYEE SERVICES
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SCHOOL DETAILS

Under School Details you will find the information that makes School-Day individualized to your school —
the pre-loaded Groups, Teachers and Students, plus any Parents that link to your school.

Groups
Please note that for most schools, Classes/Groups are created or deleted automatically as School-Day

receives data from your Student Information System, and you don’t need to manage them manually.

To manually add a Class or Group, select Add Class/Group from the Add Item icon located in the side
menu on your Dashboard. Type in the Name and Description for the Class/Group you would like to add,
select the Teacher/Supervisor of that Class/Group from the drop down menu and click Create.

Note: You must add Teachers to School-Day before you can add Classes/Groups. Classes/Group created
in your Student Information System should appear in School-Day automatically.

CLASSROOM: GRADE 8 ROOM 100

Viewing Group Information YRR (——
Click on the Groups tab on your ' ' I EI'.

Dashboard to view. Click on any Group
name to review information or retrieve

Student Lists.

Edit or Delete a Group

To edit or delete a Class/Group Details,

click on a Class/Group and select Edit

Group located in the side menu. Edit fields as
required and click Save.

You can easily reassign a Classroom/Group to a different Teacher by using the Teacher drop down menu.
Use the controls under the Select Additional Teachers menu to add one or more additional Teachers to
the Class/Group.

The Participants controls let you add multiple Students to your Groups quickly. Using the Participants
controls you can add existing Students and Groups to any other Group. Search by grade or individual
student, highlight the names, and click Add Selected.



Students

To view a list of Students, select the S
EVENTS TEACHERS GROUPS STUDENTS PRODUCTS
Students Tab located at the top of : o — s KR
your Dashboard. You can view,
search and generate a report about g Janpifer Asron o g el bl e e+ race s
Sandy Aaron e Ellen Laurenston
Students. Click on a Student’s name
. . . . ‘./;\.‘ Emily Anders szn:h . Pswan?j: Gmg& 8 RcGum 1oJo « Grade 9 Students

to see more information, including g/ s G s G - spects G
linked parents/guardians or to edit. e mndereon et bt e o 0

\ . ) Identifier: 0497776 Grade 7 « Grade 8 Trip Group + Grade 9 Students = Gym =

- Lisa Fillmore » Jane Smithton Pizza Group = Sports Group Jr. + Spring Break Camp
Students can be added through the

Add button on your Dashboard.

Manage Parent/Guardian Access
You will occasionally need to manage Parent/Guardian access to (&) Emily Anders

Student information. If custodial access changes or a Student studen Fecs

reaches the age of majority, you may wish to remove a b il i i

Parent/Guardian from a Student’s School-Day profile. To remove a

Classes Enrolled In:

Parent/Guardian account, select the Students tab and click on the P
. . Grade 8 Room 100
Student’s name. Click Unlink Parent to remove the Grade 9 Students
Parent/Guardian account. Removing a Parent account cannot be Sports Group 3.
un d one New Student Secure-Match™ Key: NDOVE-3JVZ9
Guardian Info
Kris Anders Unlink Parent
No details entered
mail: kanders@school-day.com
Student Homeroom =
Jen smith Unlink Parent

The first class a Student is loaded with (either automatically or
manually) will be set as the Student’s Homeroom. The Homeroom Sl e e
designation is used to anchor a Student to one class for School-wide
payment and attendance records. If you need to adjust a Student’s
Homeroom, click the Student name and select Edit Student located in
the side menu. Choose the Homeroom by double clicking one of the choices under the Classes field. The
designation under Homeroom will change. Click Update to save the change.

Teachers

Please note that for most schools, Teachers are created automatically as School-Day receives data from
your Student Information System. If your Teacher information is in your Student Information System,
please wait a day or so and the Teacher record will be created for you. Also note that because of this,
Teacher accounts rarely need to be created manually.

To manually add a Teacher, select Add Teacher from the Add button located in the side menu on your
Dashboard.

Fill in the name, ID and email address of the Teacher, create and confirm a password, and click Create.

To view a Teacher, click on the Teachers tab on your Dashboard. Clicking on a Teacher’s name will show
you more details, and let you edit information.



Edit Class/Group Assignments
You can change Teacher Classroom assignments easily by clicking the Classrooms you wish to reassign
and using the >> and << arrows to reposition them under Taught Classes or Available Classes.

Note: Editing Classes from the Teacher Details page installs the Teacher as a Primary Teacher. The
Primary Teacher will bump out an existing Class Teacher. To assign additional or multiple Teachers,
please refer to the section ‘Add Additional/Secondary Teachers’ in the ‘Teachers’ section of this User
Guide.

Add Additional/Secondary Teachers -
. . ) Edit Group Baseball Team
To add an additional or multiple Teachers to a single croun oo (omee bt
roup Icon (leave blan! 0 leave
class, select the Class/Group from the Class/Group tab unchanged) [ belete this image
No file chosen
on the administrator dashboard, and click Edit Group. (ipa, gif, png. SMB max)
You can add additional Teachers easily by clicking the Teacher
additional Teacher you wish to add to the Class/Group Henry Pauson &
and using the >> arrows to reposition them under Select additional teachers
Enrolled Teachers Available Teachers
Enrolled Teachers. To remove a secondary Teacher, use | [+ | sepranesams =
Julie Anderson
the << arrows to move them from the Enrolled Teachers <] | swia Berakio-Ances
aren Farquharson
section and into the Available Teachers section. Scroll - oo =

down and click Save to save your changes. Now two or
more teachers will have access to the Class/Group.

Members

To view a list of all Members registered in your School (which includes Parents and Public Users), select
Manage Members from the School Details menu. From this screen you will see a list of all accounts
registered at your school, as well as associated students. If you need to remove an unauthorized user
from seeing your school’s Public items, click Remove From School. This will unlink the user from your
school, but will not delete the user’s account.



INTRODUCTION LETTERS AND SECURE-MATCH KEYS

Introduction Letters serve as an introduction to School-Day and provide the Secure-Match™ key, which
can be used to link Student information to Parent accounts. Please note that Introduction Letters are

unique to each Student.

Introduction Letters
To print Introduction

Letters to be circulated to ALL STUDENTS OF GRADE 8 ROOM 100

Parents one Class/Group
at a time, select a Class

from the Group tab, and (13 7] | select/unselect Al
then navigate to the et et
Class/Group Homepage 4 ‘ st 050
by clicking the - Introduction Letter
Class/Group name. L i i

Kris Anders « Jen smith

- Introduction Letter

Alexandra Bain
Identifier: 024
Rae Midlene

) Introduction Letter

Select Student List and
click Generate
Introduction Letters. To

DOWNLOAD Csv GENERATE INTRODUCTION LETTER(S)
N ¥

1-2  After School Club Baseball Team « French
* Grade 8 Room 1|

French ¢ Grade 7 ¢ Grade 8 Room 100 ¢ Grade 9
Students » Gym » Pizza Group e Sports Group Jr.

1/2 « Baseball Team « French « Grade 4 Room 3
+ Grade 8 Room 100 ¢ Grade 8 Room 200 e
Grade 8 Trip Group ¢ Grade 9 Students « Gym
Pizza Group e Sports Group Jr.

print for individual Students, use the Introduction Letter checkbox next to a Student name. Click Select
All to select every Student. You can filter the Student List by All, Linked to Account or Unlinked. It’'s a

quick way to see which parents have registered their students,
and to print Introduction Letters for those who haven’t.

From Adobe Reader you can Print, Save or Email the Introduction
Letters for distribution to Parents.

Note: To print Introduction Letters for the entire School, click on
the Students tab located on your Dashboard and click Introduction
Letters. Follow the same steps as above to create and print.

Secure-Match Keys
To view Secure-Match™ keys for individual Students, first click the
Students tab. Navigate to the Student, and click their name.

The Student may already have a Secure-Match™ key listed, or you
may need to generate another for them. Viewing Secure-Match™
keys allows you to give out keys verbally, if you can verify the
Parent in question is a legal guardian. If you're going to send
Secure-Match™ keys home, you should

School Day Public School
26 Soho Strest

Toronto, ON

MST 127

Dear Parent/Guardian of Marie-Jose Larocque.

T wonuld like fo inform you that Marie-Jose Larocque has been chosen to take part
in 3n exciting new project. You will now have the option of using School-Day, =
online commuzications and secure payment processing solution

Do not panic! It is simple to use and will make your kife easier. You will be able to
view schoel news and upcoming events, sign permission forms and make
purchases online anytime, anywhere from a single pomt of entry. Plus you can rest
assured that School-Day is secure. Only those invited to join may do so - it is not
open to the general public.

Al datz is kept private and confidential and can be accessed with proper user
credentials only

How to get started using School-Day

1) Please go to wrrw.school-day.com and click on the Register button.

) Register for School-Day by entering your name and email sddress and providing
the following information:

School: School-Day Public School Secret Code: TDI0Z-414GE
Please do not share this secret code with anyone else. It was specifically created for

the parent/guardian of Marie-Jose Larocque. You can find additional information,
such as benefits, FAQs and user fips, on the School-Day sife.

1f you kave 2y questions or concerns, please contact info(@school-day.com.
Thank you for your coeperation during this projsct.

Sincerely,
School-Day Public School Admin
School-Day Public School

school-day i3

Your Sehool Community Online




ADMINISTRATION TOOLS

Under Administration Tools you will find the day-to-day controls for managing activities at a school.

Announcements

Announcements are communication items you can send to registered Parents. If you choose to send a
Notification with your Announcement, registered Parents who have opted in to communications will
receive an email that contains your message — handy for important and time sensitive items.

Add Announcement

To add an Announcement, select Announcement from the Add button. Select to create an
Announcement for the entire School, or for a particular Class/Group. Fill in all required fields and click
Publish. If you would like to send out an email notification about your Announcement to users, select
Publish and Notify.

Note: You cannot send out an attachment with your Announcement. If you have an attachment, you
should upload it the School Files section and include the link in your Announcement.

View Announcement
To view a list of Announcements, select Announcements located in the side menu. From this page you
can view, edit or add Announcements.

Announcement Details

View a list of all Announcements under Administration Tools by clicking Announcements. You can use
the drop-down list to filter by your school’s Announcements, or Announcements shared with you by
your school board.

Click on Announcement to see the details or to edit. If you edit your Announcement, only select Publish
and Notify if the content of your message has altered significantly, as this will re-send an email about
your Announcement to all users. Many users find multiple copies of Announcement emails bothersome.

To delete an Announcement, click Delete Announcement from the Edit Announcement screen.

Calendar

The Calendar in School-Day is automatically populated
based on Events that have been logged into the system,
and gives you another way to view activities at your school.
You cannot add Calendar information manually.

Calendar

School-Day Public School

Click Calendar from the Administration Tools list. From this
screen, you can filter Events by clicking the Day, Week and
Month. To view past or upcoming Events, use the < and >
arrows. You can also filter calendars to a specific Class or
Group by using the dropdown list next to the Calendar name.




School Files

School Files allow you to upload documents to share with Parents. Because School-Day will not email
attachments with any of your postings, if you have extra documentation to send to Parents, you can
post it here.

To view your Files, select School Files from Administration Tools. From this page you can view, edit or
add School Files.

SCHOOL FILES
o—

FILES

Search: |

Janwary 07 2014
Winter Weather Tips

To help you get through the cold!
Claseronm: Education Physiaue

January 06 2014
Weather Procedures
What to do when inclement weather hits

School: School-Day Public School

to do when Inclement weather hits our community, which Includes Important detalls about school or bus route

closures.

School: School-Day Public school

1 to 3 of 3 documents

Add Files
To add a File, click the Plus menu, and File. Select to create a File for the entire School, or for a particular
Class/Group. Fill in all required fields.

You must set who can view your posting by checking off Teachers and/or Parents under File Access.
When you are finished, click Save File.

Note: Files are limited to Word Files, Image Files and PDFs and have a maximum of 5MB per File.

Download, Edit and Delete Files
To download a File, select the File icon and click on Download Files.

To edit a File, select a File and select
Edit from the More menu, edit the FILES
fields as necessary and click Save File.

Winter Weather Tips Edit File

To help you get through the cold!

Download File

To delete a File, select Delete File
from the Edit File screen.




Events
Events in School-Day are designed to manage field trips and outings for your school or class. For

example, off campus sporting events, museum trips, overnight trips, or on campus activities. Events
allow you to track attendance, permission forms or payments — some or all of these.

To add an Event, click the Add symbol from the Dashboard and click Event.

Click your School name to add an Event for the entire school, or pick an individual class from the list to
post just to them.

Fields marked with a red asterisk are mandatory, others are optional.

View Only Events
View Only Events do not track or require any actions like payments, attendance or 'view Only' Event? *
permission forms. They don’t show up on the parent’s Dashboard and will only display
in the school calendar. They are designed for simple items like holiday reminders or
team practices.

No ¥

If you have created an Event, and do not see it in your Event Listing, please first check
your School Calendar, as you may have created a View Only Event.

Participants
The Participants widget lets you invite more than one Class to your Event, a mix of Classes and Students,

or the entire school. It will show you who is invited by default (no one), and let you adjust that by
clicking the blue buttons. You need to save your Event, before you can invite Participants.

Participants
Optional. Select students who will participate in this particular event.

SELECT PARTICPANTS
No one is currently invited to this event S VT T8 AL T (SEAGIE £

Participants
Optional. Select students who will participate in this particular event. SELECT PARTICPANTS
17 students are currently invited

Y OPEN EVENT TO ALL IN: SCHOOL-DAY PUBLIC SCHOOL

On the Select Participants screen, you can use the drop-down lists or Search bar to find a Class/Group or
individual Students. Click Add Selected when you are done. Back on your Event screen, you can see how
many Students are now Participants in your event. To review, remove or add Participants, click Select
Participants again.



Actual Cost/Display Price

When entering the cost of an Event there are two payment fields: Actual Cost and Display Price. This is
designed as a cost recovery tool for your merchant account and debit and credit card fees. Your Cost
Calculator rate is set according to your School Board policy, and cannot be changed. Your Cost Calculator
rate may or may not be set.

The Actual Cost is the cost that the School must receive for the Event. When entering the
amount in the Actual Cost field, the Display Price is automatically populated by the Cost
Calculator percentage and rounds up to the nearest $0.05.

Actual Cost *

Display Price *

The Display Price the amount the Parent pays for the Event, and is the only price they will see.

Note: Sales Taxes need to be included your Actual Cost.

There are two ways to use the calculator:
Actual Cost

If the Actual Cost that the School must receive in payment is $10.00, you would enter $10.00 in the
Actual Cost field; the Display Price will be automatically calculated and rounded to the nearest $0.05, to
$10.25 (with the cost calculator set to 2.5%).

Actual Cost Display Price

10.00 10.25

Minimum Cost must be a number greater than zero.

Display Price

If the Actual Cost that the School must receive in payment is $10.00, but based on entering that into the
calculator, you know that the Display Price will be $10.25, you can round the amount in the Display Price
up or down. Change the Display Price to $10.00, which will change the Actual Cost Amount to $9.76.
The amount the School will collect now is $9.76.

Actual Cost Display Price
| 976 10.00

Minimum Cost must be 2 number greater than zero.




Editing Price Details

Once you have clicked Submit to save your Event, you cannot edit
or change the Cost or Payment Category fields. If you need to
change the Cost of your Event, you must delete it and create it
again.

Event Details
A list of Events is shown on your Dashboard. To review the details of a
specific Event, click on the Event’s name and the More button.

If you need to print paper copies for any parents, click Print Event to
print event details, and click the blue Permission Form name link to print
a permission form.

If you would like to send a reminder about your Event, click Send Event
Reminder. A reminder will be emailed to all users who have not signed a
Permission Form or submitted a payment.

Edit or Delete Events

Please Confirm

Please confirm the price details before creating this event. Once it is saved,
you cannot edit the price.

Actual Price:
Display Price:
Payment Category:

4.88
5.00
Field Trip

CREATE EVENT CANCEL

IT TO AL

Click Edit Event to make changes to your Event, clicking Submit when you are done.

Create Disbursement
Send Event Reminder
Print Event
View Event
Edit Event

Delete Event

Note: If your Event has a Cost, once you have clicked Submit to save your Event, you can no longer edit
the Cost fields. If you need to change the Cost of your Event, you must delete it and create it again.

To delete an Event, click the Event name, select Delete Event located in the side menu. Click Delete to

confirm. This action cannot be undone.

Note: If you delete an Event that has already been purchased by a parent, you will have to issue refunds.

Event Attendance

When you post an Event on School-Day, the Permission Forms and payments will be logged
automatically when they are completed online. You can then review the entries, or manually enter the
receipt of paper forms and cash/cheques. Click Attendance List from the More button.



You can print a report, review the payments received, or log paper forms and cash/cheque payments.

ATTENDANCE LIST FOR FORT YORK FIELD TRIP

Permission Forms Pricing
General Permission Display Price $45.00
Actual Cost $43.90

Payments Received

Online $45.00
Cash $45.00
Cheques $0.00
Total Received $90.00
Total Refunded $0.00

Net Income $90.00

Amount Subsidized $0.00

Grand Total $90.00

Show | 25 v attendees

All Classes v Search: ‘ -

Aaron, Jennifer ONLINE 08/16/16 $45.00 General Permission Yes o v

Anders, Emily CASH 08/16/16 $45.00 General Permission Yes ° v

Anderson, Emma

To log the acceptance of permission forms, click the action icon located on a Student’s information
line.

To accept a cash or cheque payment, click the Accept Cash button at the top right of the
Attendance List.

A new tab will open. This new tab is the Accept Cash page (as found in the Payment Centre) with the
relevant Event pre-selected.

You can log the payments for multiple Students at the same time. Click the relevant Student’s name to
log a cash or cheque payment.

If you are subsidizing this Student’s Event, input the amount of cash you have received into the Subtotal
field. The Total field will automatically update.



Scroll to the bottom of the page when LEEEy RO AR
you have made all of your selections.
Jennifer Aaron Order #127727
Double check your Grand Total, and
. Description Type Qty Price, Subtotal Subsidy
click Accept Cash to log the cash 200 Trip . 5.00 .00 0.00
entries. Total 5.00 0.00
Transaction Details
Customer Name: Jennifer Aaron
. Date: 2013-08- 14 at 01:04:08 PM
Once you verify the cash acceptance, 1d: 127727
. Auth Code: 20130814160408ID.1500
you will be brOUght toa Completed Accepted By: School-Day Public School Administrator
. P t Method: CASH
order page. You may View, Save or SR
. . .. . d Pri h d il
Print any individual order details. Visw ana print e order betals

Volunteers List

To view a list of Parents who have volunteered for an Event, select Volunteers List from the More menu.
You will be taken to the Volunteer List for your Event. The list is populated with the first Volunteer
responses at the top, to make it easier to accept Volunteers on a first come, first serve basis.

Click Approve to accept Volunteers or Deny if you do not need any more Volunteers. Volunteers will be
notified by email and on their School-Day account if they have been either approved or denied.

Permission Forms
Permission forms will typically come pre-loaded into your school from documents sent to us from your
school board. Please check with your board representative if you need a new form added.

Click Events from the Administration Tools, and there is a Permission Forms link at the top of the page.
Here you can review or add forms.

Add Permission Form
To create a new Permission Form template click Add Permission.

Create a Title for your Permission Form, and input the Template Text.

The template variables allow customization for each Permission Form and must be included in your
template text.

Set Variables are:

%SCHOOL_NAME% %PARENT_NAME%
%GROUP_NAME% %EVENT_NAME%
%TEACHER_NAME% %EVENT_DATE%

%STUDENT_NAME%



For example, if you want your Permission Form to read: | John Smith grant permission for my child
Jimmy Smith to attend School Fun Fair on May 9 2011 supervised by Mrs. Dunwoody from Grade 7 at
School-Day Public School.

You would enter the following variables in place of the information: | %PARENT_NAME% grant
permission for my child %STUDENT_NAME% to attend %EVENT_NAME% on %EVENT_DATE% supervised
by %TEACHER _NAME% from %GROUP_NAME% at %SCHOOL_NAME%

Event Forms

Adding Forms for your Event allows you to gather more information from Parents, or offer them more choices
related to your Event. Text boxes gather information (such as information, comments, or food allergies), while
Option boxes help you gather choices (ham or turkey) and Checkbox Lists can help you gather multiple choice
responses.

Please Note: If you are going to use an Event Form to gather sensitive information about Parents/
Students, it is your responsibility to adhere to your school board’s policy about the use and care of that
information.

Event Forms cannot be added to a free Event at this time. Your Event must have a cost in order to
utilize Event Forms.

You can add any combinations to create a custom Form for your Event. To begin, click Add Event Form on your
Add Event page.

Click on a heading to add it.

Label allows you to create a label or heading for your Form. For example, if you were about to ask a series of
feedback questions,
you might want to

. Label 1] Label: Enter the text for the label T A
label that section Tt Rk Contact Information in Case of Emergency
Feedback. o
Large Text Box [2] Text Box: Enter the title for the textbox i A
Option Box Please enter a phone number and contact name e
There are two Text Checkbox List _ Mandatory
Box options. Text [3] Large Text Box: Enter the title for the textbox =
Box is designed to Please enter any special instructions v
get shorter answers . Mandatory

from users. Large

Text Box is designed

to gather longer answers. Both boxes have a character limit of 500, but Large Text Box is formatted to encourage
more text from the user.



The Option box lets users pick only one of the listed items, just like Product Options. Enter a name for the Option
Box, and then enter the Options by typing and hitting enter.

[4] Option Box: Enter the title for the option box i A

Transportation Option

Enter Options:

Bus x  Will Drive x

[/ Mandatory

The Checkbox List lets users pick any or all of your options. Title the list, then enter the options by hitting enter.

[5] Checkbox List: Enter the title for the checkbox options i A
Can you donate any of these items?
Enter Options:

Cookies x Snacks x Bottled Water x Soda x

"/ Mandatory

After you add Form information, you can delete or reorder the list. Click the garbage icon to trash a |
form item. Use the up and down arrows to change the order of your listed form items.

Every Form item can be marked Mandatory. Mark an item Mandatory if you

¥/ Mandatory
i‘ must have the user enter information in that section.

Once you have saved your Event, you will see a summary of your Event Form.



After Event Forms have been completed, you can review the information the Parents have entered only by
downloading the Event Forms CSV report, which you can access by clicking on your Event’s Attendance List. From
the Attendance List, click Export Forms to CSV.

Attendance list for Running Trip

| Print H Export To CSV Export Forms To CSV |} Accept Cash or Cheque

When you export your Form information you can open an Excel file which will show you all the information the
parent entered.

Products
Products in School-Day are designed to help your school create their own storefront to sell items online.
Anything you sell at your school can be put online — pizza, snacks, fundraising items, customized clothing
or ticket sales. With Products, you set the
cost per one unit, and the Parents can
purchase one or more — just like

regular online shopping carts. A D D PRO D U CT

To add a Product, click the Add symbol
from the Dashboard and click Product.

School or Classroom* Select if this product is for the entire School OR a specific Classroom

Click your School name to add a
Product for the entire school, or pick
an individual class from the list to post
just to them.

Fields marked with a red asterisk are mandatory, others are optional.

Note: Products MUST have a cost. At this point, School-Day cannot be used to share free items.
When you run out of stock for your Product, you should delete the Product or set the expiry date to
prevent additional orders and payments.

Product Details
Products are listed on your Dashboard or under the Administration Tools. To view details about a
Product and it’s purchase history, edit or delete a product, click on the Product’s name.



Event Products
Event Products allow you to tie specific Products to Events. Event Products can only be used when
attached to an Event and are visible to parents only from the Event page.

You must add your Event Product before you begin to create your Event. To add an Event Product,
navigate to the Add Product screen. Select Yes from the Product for Event drop-down list, complete the
required fields and click Submit.

Please note that Event Products cannot be customized, nor can the parent adjust the quantity. So, if you
have a Product linked to an Event that has options, forms, or parents might want more than one of, you
should create a regular Product.

To attach an Event Product to an Event, navigate to the Add Event
screen. Complete the required fields, and click Add Event Products.

Event Products

PRODUCTS LIST

You can then select any existing Event Products to add. If your
Event Product is a mandatory purchase for your event, select
Mandatory. This will automatically add the Event Product to
parent’s shopping carts when they check out. If an Event Product is
not mandatory, parents will select whether or not to purchase the
product.

Customizable Products
The Customization Product option allows you to set up a Product that has variable options associated

with it, such as flavour, colour or size.

¥ Customizable product This product has multiple options e.g. Multiple sizes and/or colors

Option Name Option Values
Size (=] | smali* medium x 8
Color =]  Red* Yellowx | &

l Add another option EL. Color, Size, Material

Select which variants will be created

¥  Variant
Small / Red
Small / Yellow

Medium / Red

Medium / Yellow

Pick from pre-loaded options under Option Name, or click Enter a New Option to make your own
category. Use the pre-loaded Option Values, or type your own in the field and select Enter to create.



To create multiple Options, click Add Another Option. All possible variant combinations will be displayed
under the Variant field. If one set of options is not available, (for example Small/Red) simply click to
unselect it. You should only use 2-3 options per item, otherwise your Variant list will become far too
difficult for parents to navigate.

Please note that Customizable Options can only be used to sell Products at the same price point. For
example, people could pick between white milk or chocolate if both were $1.00. You can’t use this
feature to pick between a short sleeve shirt at $5.00 and a long sleeve shirt at $10.00.

Product Forms

Adding Forms for your Product allows you to gather more information from Parents, or offer them more
choice in Products. Text boxes gather information (such as comments, suggestions or food allergies),
while Option boxes help you gather choices (ham or turkey) and Checkbox Lists can help you gather
multiple choices (like sandwich toppings).

Please note that if you are going to use a Product Form to gather sensitive information about Parents/
Students, it is your responsibility to adhere to your school board’s policy about the use and care of that
information.

You can add any combinations to create a custom Form for your Product. To begin, click Add Product
Form on your Add Product page. Click on a heading to add it.

Label allows you to create a label or heading for your Form. For example, if you were about to ask a
series of feedback questions, you might want to label that section Feedback.

There are two Text Box options. Text Box is designed to get shorter answers from users. Large Text Box
is designed to gather longer answers. Both boxes have a character limit of 500, but Large Text Box is
formatted to encourage more text from the user.

Label [1] Label: Enter the text for the label i A
Text Box Feedback v
Large Text Box [2] Text Box: Enter the title for the textbox T A
Option Box How would you rate your experience, on scale of 1 (poor) to 10 (exce v
Checkbox List ¥ Mandatory

[3] Large Text Box: Enter the title for the textbox A

Please give us some more details

4

[ Mmandatory




The Option Box lets users pick only one of the listed items, just like Product Options. Enter a name for
the Option Box, and then enter the Options by typing and selecting Enter.

[1] Option Box: Enter the title for the option box T A

Chose One Juice
Enter Options:

Apple x Orange x Grape x |

) Mandatory

The Checkbox List lets users pick any or all of your options, which can be useful for items that have lots
of choice. Title the list, then enter the Options by typing and selecting Enter.

[2] checkbox List: Enter the title for the checkbox options T A

Sub Toppings - Pick any you want
Enter Options:
Tomatoes x Cheese x Lettuce x Green Pepper x

Mushrooms x Onions x Pineapple x Olives »

[ Mandatory

After you add Form information, you can delete or reorder the list. Click the Garbage Can
Icon to trash a form item. Use the up and down arrows to change the order of your listed v
form items.

Every Form item can be marked Mandatory. Mark an item Mandatory if you must have

¥ Mandato
the user enter information in that section. __w.

Once you have saved your Product, you will see a summary of your Product Form.

Now, parents have an easy way to complete the purchase of a Product. They can enter text, pick from a
drop-down and click on any or all options.

After your Product has been purchased, you can review the information the Parents have entered only
on the Purchase Report.



Click on your Product’s name, then the More button, then Purchase Report.

On the Report page, you must select Export Forms to CSV. Product Forms EXPORT FORMS TO CSV l

information can only be found here due to the complex and large nature of
the information. It will show on no other reports.

When you export your Form information you can open an Excel file which will show you all the
information the parent entered.



FEES

Student Fees allow you to assign a specific fee to a Student or groups of Students. Fees can be applied
independently of Class/Groups, or associated with a Class/Group. Parents can then pay the assigned fee
partially, or in full. The Student will now hold a balance which they can pay down over time. Fees are
designed for any type of school fees you might need to collect, such as library fees, team/club/group
fees, lost textbooks, or large ticket items like multi-day trips, where Parents might wish to pay for an
item over time.

Add a Fee
To add a Student Fee click the Add button and select Add Fee.

Fill in all required fields by typing in information or selecting from the menus. Mandatory fields are
marked with a red asterisk.

If your school does not have the Cost Calculator set, your Actual Cost and Display Price will both be the
same. If the Cost Calculator is set, please see the Actual Cost/Display Price explanation in the Products
section of the Administrator User Guide.

Click Save to create your Student Fee. Once you make the Fee, you will need to Assign or Associate the
Fee in order for it to be linked to Student accounts, and payable by Parents.

Edit a Student Fee
To edit a Student Fee, click the name of your Fee to get to the Fee’s page (or click Fees from the
Administration Tools list to access Fees). On the Student Fee page, click Edit Student Fee.

Delete a Student Fee

To delete a Student Fee, click the name of the Fee to get to the Fee’s page, and click Edit Student Fee.
Delete Fee is an option near the bottom. You can only delete a Fee if no partial payments have been
submitted by Parents. If partial payments have been submitted for your Fee, you must first refund those
purchases. Deleting a Fee will remove all Fee Assignments to Students and Associations with
Classes/Groups, but you will still retain a record of all payments made towards the fee in your Payment
History.



Associate a Student Fee

Student Fees can be associated with Classes/Groups. This allows a fee to be assigned to an entire
Class/Group, an entire school, or specific grade groupings quickly, and means that any students enrolled
in the Classes/Groups will automatically receive this Fee. It will be automatically removed from their
account if they leave the Class/Group (unless a payment has already been made) and will be
automatically assigned to a Student’s account if they join the Class/Group. You can Associate one Fee, or

multiple Fees at the same time.

To associate multiple Fees with Classes/Groups at the same time, first select the Checkbox beside
multiple Fees, and then click Associate Fee With. Or just select one Fee.

STUDENT FEES

From ‘ .. | To

All Fees Report
Selected Fees Report
Student Totals Report

Assign Student Fee
l Associate Fee I

frais pour la classe d'art Mandatory 2

PE Locker Rental Mandatory 0

Gym Fees Mandatory

Art Fees Mandatory

Export to CSV

search: | ]

113 $15.00 $15.38 546,14 50.00 $1,691.80

[ $14.63 $15.00 50.00 $0.00 $0.00

$160.00 $1,805.00

$60.00 $1,920.00

To select a Class/Group, click on the Name, which will highlight in blue, or click Select All.

You can select more than one Class/Group to
Associate the Fee with, just click Multiple to
highlight them. Once you have made your
selections, click Associate.

Once you Associate a Fee with a Class/Group, you
will see a list of linked Classes/Groups on the Fee’s
page. If a Student is in more than one Class/Group
that has been associated with this Fee, their
account will only be charged with one instance of
the Fee. If you need to assign an identical Fee more
than once, you must use Assign Fee to add the
second occurrence manually.

Select groups to associate fee with

Search:

1-2 EsL1

1/2

After School Club

Baseball Team SDPS's Baseball Team!
ESL

Field Trip 1 for grade 1

French

Grade 1 Oral Presentations
Grade 2
Grade 3

1 to 10 of 45 groups

SELECT ALL UNSELECT ALL ASSOCIATE (2) CANCEL

Please take care when associating multiple Fees to multiple Classes/Groups to ensure you’re associating

them correctly.



To unassociate a Fee with a class, use the

garbage can icon to clear. The Fee will be

cleared from class, and from every STUDENT FEES \ ART FEES
Student’s account (unless a payment has
been made). Art Fees
\
If a duplicate Fee was assigned to a
Student, that Fee must be cleared using S
the Student Fee Assigned Report. ww

Display Price: $15.00

Total Paid Amount: $60.00
Total Refund Amount: $7.50
Total Remaining: $1,920.00

# Assigned Students: 132

Assign a Student Fee
Assigning a Fee is good for items which

Payment History
Assigned Report
Assign Student Fee
Associate Fee

View Fee

Edit Fee

f RGN ]
Search:

12 L]
After School Club 3
Baseball Team L

ESL ®

105 of 46 groups

don’t relate to entire classes (which you use Associate a Fee for). To assign to individual Students, click

Assign Student Fee to.

On the Select Students screen, you can use the drop-down lists or Search bar to find a Class/Group or

individual Students.

You can use the Hide Students option to hide students that already have this Fee Assigned or Associated
to them, so that you don’t accidentally apply the Student Fee twice.

Select students to assign fee to

Fee: Optional PE Fee (15.00)

Anders

Anderson

Sarah Angler 056
Flynn Atikinson 045
Alexandra Bain 024
Teresa Baldwin 017
Keith Bannister 042
Matthew Belanger 068
Ettiene Belanger 3344
James Bentley 013

1 to 10 of 140 students

SELECT ALL UNSELECT ALL ASSIGN (3) CANCEL

To select a Student, click on their name,
which will highlight in blue, or click
Select All to select an entire
Class/Group. You can select multiple
Students by clicking on their name.

Once you have made your selections,
click Assign.



Review Student Fee Information

To review general information about your Student Fee, click on the Fee’s title from the list in the
Student Fees area. You will see a list of Associated Classes/Groups, as well as some summary
information about Assigned Students and outstanding totals.

To review the payment records for your Student Fee, click Assigned Report. This will show only the
Students who have had that fee assigned to them.

This report can be filtered by the date paid using the From and To calendars, using the Search bar to find
a particular Student, or filtering by a particular class. As well, you can hide Paid Orders, in order to
quickly discern any outstanding payments. The report can also be exported to CSV. This report will show
you information about your Student Fee, such as:

Org. Price —the
original
assigned Fee
price

Paid - the
amount the
Student has
paid so far

EXPORT TO CSV By Select Language ¥

Optional PE Fee \ Student Fee Assighed Report
From | 7o o=

Search: \ ‘

ORGPRICE $  PAID ¢ REMAINING * REFUND:  ORDERIDS
Jennifer Aaron 090 1-2 $15.00 $15.00 $0.00 $0.00 279313
Christine DiGuardio 333 Grade 7 $15.00 $15.00 $0.00 $0.00 357312

1 to 2 of 2 students

Remaining — the amount of the original assigned Fee price left to pay

Student Account

Once a Student Fee is applied to a Student, you can track that
information on a per Student basis. | (T

PURCHASE REPORT STUDENT ACCOUNT EDIT DELETE

@ Rachel Laurenston

Identifier: 24735

The student owes $15.00 (Mandatory) In fees which need to be paid.

Classes Enrolled In:
Baseball Team
Grade 8 Room 100
Student Council

GENERATE ANOTHER SECURE-MATCH KEY
Guardian Info

Ellen Laurenston Unlink Parent

No details entered

Emall: elaurenston@email.com




Using the Students tab, navigate to a Student and click on their name. On their information page, you
will see the total fees
needing to be paid.

Student Account

Rachel Laurenston Email Receipt H Export Receipt H Export To CSV. H Assign ¥ ‘
Show 25 ¥ entries Search:
Click on the Fee Fee Name . Payment Necessity  Original Remaining to  Created Order IDs
I . d . I | Category Price Pay
nformat’on a n you WI Art Supplies Field Trips Optional $15.00 $15.00 August 25 2015 at 09:13:22 &

AM

be brought to the Student g Gt o March 132015 2 11:50:%
B & S o & - student_account_report RachelLaurenston_2015-03-18 [Protected Vi
Account page. Here you Gym Clothes o

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

can review a ny ass Ign ed Library Fees Of 4y PROTECTED VIEW B careful—files from the Intemet con contain viruses, Unless you need 1o dit. ts safer to stay in Protected View, | Enable Editing
fees generate reports Locker and Locks il azs - fr  School-Day Public School
4 4 A B c
apply asu bs|dy print a Lost Workbook Fee M 1 School-Day Public School
’ Student Activities and Student | 2 26 Soho Street
receipt, and assign further S 5 Toronto, Ontario MST 127
Student Locks Fi{ 2 416-599-5500
fees. s
1 to 8 of 8 Products 6 To the parents/guardians of: Rachel
7
8 Presented below is a list of your student's outstanding schoel fees.

9
_— 0 roe S RemainingTa oy
11 Library Fees $5.00 50.00

12 |Locker and Locks. $5.00 $5.00
13 Gym Clothes $25.00 $25.00
14 Totals o

15

By clicking Export Receipt, you can generate 16 | There re two ways o pay th fees

17
18 |1. Online payment through the school's online payment system at www.school-day.com

an Excel file that contains a printable receipt 5 o

20 (2. Cash or cheque payment at the school's office.

of Fees for that student. Or, save paper, ink, n
and associated costs and time by clicking | e sreourawsyou o ueethe onineogtion

24 sincerely,

Email Receipt to electronically send the 25 [chaok Day Publc Schec

26

invoice with a custom message option.

n HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

By clicking Export to CSV, you
can generate an Excel file of the
s . _— ) Student Account, for download

AL a f | Student Account Report and use in other programs.

A B C D E F

Student Account Report |

Student: Jennifer Aaron

Calibri -1

A - EP Wrap Text General

B

A
Peste| B I U-0[i-&-A-

B X
B -

€

il
il
il
il
i

= Merge&Center = $ - %

1
2
3
4 Fee Name Payment Category Original Price Remaining To Pay Created Last Update

5 Locker and Locks Maintenance Fees $15.00 $15.00 2015-01-308:58 2015-01-30 8:58
6 test Fundraising $5.00 $5.00 2015-02-17 12:21 2015-02-17 12:21
7 Textbook Recovery Fee Operating Fund, ect $9.00 $9.00 2015-03-13 12:50 2015-03-13 12:50
8




Apply Subsidies
To apply a subsidy, navigate to the Student Account page using the Students tab, navigating to a Student
and clicking on their Name. On their information page, you will see the total fees needing to be paid.

Click on the Fee Information
and you will be brought to

Student Account

the Student Account page. Rachel Laurenston Email Receipt || Export Receipt || Export To csv || ssion v |

To subsidize a Fee, click on Show 25 v entries Search:

the Payment Amount Under Fee Name 4 Payment Necessity Original Remaining to Created Order IDs
Category Price Pay

Art Supplies Field Trips

— - ﬁuMgust 25 2015 at 09:13:22 &

March 13 2015 at 11:50:32
ndatory  $25.00 $20.00 o @ 218080

r

$25.00 May 01 2015 at 01:02:17 PM

tory  $5.00 $0.00 Zl:llch 13 2015 at 10:14:33 518079

ry  $5.00 $0.00 Z':m 132015 at 11:47:58 15080 218135

Add Subsidy

$8.00 May 01 2015 at 01:08:41 PM

Add a subsidy to this student's fee.

August 25 2015 at 01:14:05
PM

August 28 2015 at 06:10:45 &
PM

ry  $21.00 $21.00

tory  $10.25 $10.25

Remaining Amount: $15.00

© Summer Discount $15.00
_ International Discount 25%
© District Discount 30%
© Full Subsidy 100% the Remaining to Pay column.
@® oOther: . .
Pick from pre-set subsidy
® s O o%

amounts or percentages, or
enter your own subsidy by
dollar amount or percentage,
and click Add Subsidy.

Once you add the subsidy, the Remaining to Pay amount for the Fee will update to reflect either a dollar
change, or a percent change, and the subsidy will generate an Order Number.

This Order Number now allows the subsidy to be tracked throughout your school’s payment history as a
dollar amount.



Accept Cash Payments for Fees

Administrators can accept a cash or cheque payment for Fees. Use the Accept Cash link to navigate to
one Student, or more than one Student (please see the Accept Cash section of your Administrator User
Guide for further information on this). Click Add Fee to begin.

The system will then generate a list of Fees to accept payment for.

Only Fees that have been previously Assigned
to a Student or Associated with a Student’s
Class/Group will appear for you to select. Click
on the Fee(s) to highlight, and click Add
Accepted.

ACCEPT PAYMENT

Student: Sarah Angler

Description Type Qty Price Subtotal

No Items have been selected

Use the Subtotal field if you are only receiving a partial Fee payment, chose the Payment Type and click
Accept Payment.

Student: Sarah Angler +ADDFEE  + ADD ITEMS
rvnidiside Type Qy Price  subtotal
Art Fees Fee 1 15.00 [0

Total 15.00

* Price shown s the minimum amount that can be paid for that item.

Grand Total: 15.00

Student Fees Reports
Payments for Student Fees will always appear in your Payment History, but there are other filtered
reports you can access which will show you your information grouped in meaningful ways.

To access the Student Fees Reports, click Fees from your Administration Tools list.
All Assigned Report

Click All Assigned Report to see a list of all of your school’s Assigned/Associated Fees. Preselect some
Fees beforehand to view particular Fees. This will give you a report that details all Fee information,
including Students linked, amounts paid, and outstanding balances.



Student Totals Report

Click Student Totals Report to view the Student Totals Report, which will show you all Students who
have a Fee amount applied to them, broken down into Mandatory or Optional, and it gives Student
totals while showing any payments and remaining balances.

Use the search functions to narrow down your results, and export to CSV for an Excel file of your filtered
selections.

STUDENT FEES \ STUDENT FEE TOTALS

All " ‘ AlfClasses v Search:‘ ‘ -

Mandatory Only
Option
& J

CESSH

nnnnn Aaron 090 1-2 Mandatory $120.76 $110.76 $10.00 $7.50

Jennifer Aaron 090 1-2 Optional $15.00 $15.00 $0.00 $0.00

Other Reports
You may have additional reports related to Student Fees under your Custom Reports section under the
Payment Centre.

SERVICES

Creating a Service allows you to create a pay item that doesn’t have a set, mandatory price. Services can
be used to manage multiple payment amounts that vary between individuals, such as fundraising
contributions from Parents, or the varying cost of lost textbooks. They have a minimum cost set, then a
Parent can pay the minimum cost or more.

To add a Service, click Service from your Add button.
Complete the required fields, and select a Minimum Cost. _
The Minimum Cost is the lowest price point of your Service. ’ ‘
For example, if art class fees range from $10.00 to $25.00, s s e e

you would enter $10.00. A parent may enter any dollar
amount over the Minimum Cost. When you have entered all Minimam Cost muss be a number greater than zero.
the fields, select Save.

Payment Category

Minimum Cost *

Note: You must inform Parents what their Service cost will be, and instruct them to select the
appropriate amount when they are arranging payment. Parents only see the Minimum Cost for
Services.



Service Details
Click on Service name to see associated details such as Payment

History and Edit Options.

Note: Once you have clicked Submit to save your Service, you
cannot edit or change the Cost or Payment Category fields. If
you need to change the Minimum Cost you must delete it and
create it again. Other fields can be edited.

EDIT DELETE PAYMENT HISTORY

Woodworking Fee

Description:
Please pay the amount indicated by the woodworking teacher
Minimum Cost: $0.50

Payment Category: Special Days Fall

Vislbllity: Private

As a school admin you cannot pay for services at this time.




PARENT CONFERENCE

The Parent Conference module allows Administrators to create interview schedules for Teachers at the
school, which Parents can use to book their own appointments.

Add Conference
To create a new Conference, select Parent Conference from the Administration Tools menu. Then click
Add Conference Event.

A Title is mandatory for your Conference. Please give it a clear Title so it’s easy for Parents to navigate,
espeically if you have more than one Conference scheduled. We recommend you title your Conferences
with dates and specifics, for example Subject Teachers
Conference, or All School Schedule October 22, 2016.

body p

Status When active, parents can see and interact with it.

Inactive v
Until you are satisfied with your Conference, you should
keep the Status to Inactive. You can set this to Active m‘ﬁpﬁ“e
I

later to share with Parents.
Save Conference Event

When you are done, click Save Conference Event.

Classes Included in Conferences

By default, every Class/Group that is active in your School-Day Class/Group list will appear in your
Conference, linked to the teacher. So if a Teacher appears in School-Day, any or all of their assigned
Students will be able to book an appointment with them.

For example, if Mr. Andrews teachers Kindergarten and the Running Club that includes students in other
grades, those Students/Parents in the Running Club will be able to book an appointment with Mr.
Andrews, unless the Running Club is excluded from Conferences.

If you have extra groups, clubs, teams or Student groupings that shouldn’t be included in Conferences,
please take the time to exclude them before activating your Conference.



Excluding a Class/Group

To exclude a Class/Group from appearing in the Conferences as
described above, find the Class/Group from the Groups button on your Include in parent conference events?
Dashboard, and then click Edit. Select No under Include in Parent Yes ¥
Conference Events and then Save. M
MNo me
Now, if a Student is in the Running Club and Grade 4, instead of being Baseball Team
able to book with their Grade 4 teacher and Mr. Andrew’s Kindergarten

class, they will only see their Grade 4 class appointments.

It is very important that you exclude inapplicable Classes/Groups before you
activate your Conference. If you do not, you will run the risk that some parents will be confused about
the multiple appointments available to them, and will book an appointment that they don’t need.

Conference Details
Click on any Conference in the Conference Events area to view or set the Conference Details, such as

Date, Status and Teachers invited.

PARENT INTERVIEWS

Location
Add Date

Status: Dates it End
Active December 16 2015 TConference

= = 16 9:00 am - 11:00 am Export Appointments
Short Description 29 Teachers Assigned | 5 Students Booked

(Active)

Description
Join us today!

Set Conference Details
To set a Date for your Conference, click Add Date from the More menu and use the drop down options

to select. You can also set your lengths for your appointments using the Appointment Time Interval
dropdown. Click Add Date to save.

Click Add Date again if you would like to add any more date and time options to this
Conference. This lets you open a Conference for different dates, or even break up the

Dates

same conference over one day, if for example only some teachers can have appointments [T November 15 2015
. . 15 3:30 pm - 8:00 pm
in the morning. o Teachrs 0 parens

[T November 15 2015
15 9:00 am - 10:30 am
0 Teachers / 0 Parents

Inactive

You should also open up different Date/Time blocks if you have some Teachers who will
be offering a different Appointment Time Intervals than others.



Room/Location Defaults
Conferences will automatically pick Teacher’s room locations based on their alphabetically listed first
class.

The Room Default will list the Teacher’s default class, from their list of available Classes/Groups. Click on
the Location button on the Conference Details page to change which Class/Group the conference will be
offered to from the drop down, or to rename the location by entering text into the Custom field.

Since Parents clearly see the Room Names when they book, you should ensure this information is clear
and up to date. You can also use this field to communicate other specifics with parents, such as Co-
Interviews with Mrs. Anders or French Students Only, which may not be reflected in the Teacher’s
schedule.

Click Save when you’re done.

Once you have set Dates and

Times for your Conference, you PARENT INTERVIEWS : DATE SETUP
Export Appointments
need to add TeaCherS to these December 16 2015: 9:00 am - 11:00 am (Active) Block Selected
specific date and time groupings. TME SIEPUANIEATAWS  SAWANDERS  SUVIASEMALDO.  cramscarovn  mankroore  oavioro: SRR
eliis BELIVE, m Actiie ASIHE Edit Date

Click on the time range to select
and then click Select Teachers
from the More menu.

Click a Teacher to select (it will
highlight in blue and you can select
more than one at a time) and then choose Add Selected. Then the system will create your Conference.

Edit a Teacher/Class Location

Once you have created your Conference, if you see any issues with the Teachers you’ve added, click the
Teacher’s name to adjust. On the next screen, you can edit the location, change the status, or remove
the Teacher from the schedule by clicking Delete.

Click Update to save your changes.

Please note that if you delete a Teacher who has appointments booked in that Conference, you will lose
those bookings permanently.



Export Appointments
To export a list of appointments, click on a time range from your list of Conferences, then click Export
Appointments. This will download an Excel file which you can edit, email, save or print.

Export Appointments Wh en Vi er n our
December 16 2015: 9:00 am - 11:00 am (Active) Block Selected g y

Unblock Selected d
STEPHANIE ADAM! SAM ANDERS SILVIA BERALDO CHARLES CAROLYN IARK DAVID FOS|
A e wsroore—_oao o SRR newly populate

ACTIVE ACTIVE GRADE 3 ACTIVE AcTIVE AcTIv]
ACTIVE Edit Date

Conference, you can
edit and block
appointment spots. To
block a time slot,
select the checkmark
beside it and click
Block Selected.

This can be done for an entire Teacher’s Schedule if they won’t be there, or across one time for
everyone, for a lunch break.

To book a time slot for a Student yourself, click the Book option.

When you’re booking on behalf of a Student/Parent, the system will give you a list of available Students
unique to each Teacher.

Click on a Student’s name to see available Parents to book for. If the parent has not made a School-Day
account, you can still book the Student, but the Parent name will remain Unspecified.

Delete Conference
If you need to delete a Conference, find it in the list of the Conference Events area. Click Edit Conference
and then Delete Event.



Activate Conference Details

Once you are satisfied with your Conference Details, you need to Dates
share each date range with Parents by setting the Conference to B e e oae

Inactive

Active. Each date range must be activated.

L[4 November 15 2015
15 9:00 am - 10:30 am
Active

To do this, click on your Conference Date range and then click Edit
Conference, select an Active Status and click Update.

Then, you must also activate your Conference in general, not just the specific times. Click Edit
Conference from the Conference Details page, change the status to Active and Update.

Now Parents can view and book your Conference.



FINANCE MANAGER

The Finance Manager link manages all of the administrative financial components of School-Day. This is
where you can manage Bank Deposits, GL Accounts, Payees, and Reconciliation for your school.

Bank Deposits

Bank Deposits can be tied into cash and cheque orders you have logged at your school, allowing you to
batch and close payments, and helping you to reconcile funds. Bank Deposits also lets you create a
deposit slip for sending to a bank. Both of these aspects of the Bank Deposit feature can be used
together or separately.

To begin, click Bank Deposits from the Finance Manager.

SETTINGS
Click on the Settings tab to review your Deposit setttings or edit.

You will see previous deposits. Click on the Deposit’s line to open details.

To create a new Bank Deposit, click More button and Create Deposit. Enter a description, or
use today’s date as a default and click Create.

You can now add the cash and cheque orders that have been logged at your school into a Deposit. Click
Add Orders to start creating your batch. If you don’t wish to assign orders to a deposit, skip this section.

Select Orders
I

From| L To l_. Search: -
2013-04-23 14:05:38 Dance-A-Then 118882 118882 $9.80 $9.80 $0.00 CASH
2013-04-24 15:34:29 ‘Yearbook 118972 118972 $40.00 $40.00 $0.00 CASH
2013-05-03 15:46:50 Spirit Wear 120211 120211 $1.00

2013-05-15 11:42:51 Spring Carnival 121848 121848 $5.00 $5.00 $0.00 CASH
2013-05-22 11:21:13 Glee Club Concert 122335 122335 $5.00 $5.00 $0.00 CASH
2013-05-27 10:59:53 Museum Field Trip 123629 123629 $6.00 $6.00 $0.00 CASH
2013-05-29 15:09:30 Yearbook 123930 123930 $40.00 $40.00 $0.00 CASH
2013-06-12 12:46:30 Summer Track and Field Trip 126799 126799 3$5.00 $5.00 $0.00 CASH
2013-06-19 14:11:16 Summer Track and Field Trip 126906 1265906 $5.00 $5.00 $0.00 CASH
2013-06-26 17:20:29 End of School Barbecue 127634 127634 $5.00 $5.00 $0.00 CASH

1 to 10 of 996 orders

SELECT ALL UNSELECT ALL I ADD SELECTED (3) CANCEL




Use the options to filter by date, or search for an individual transaction number. Click an Order to
highlight, and then click Add Selected to add these order(s) to your deposit batch.

The deposit total will be shown.

Next, enter the denominations of the
cash you will be depositing, using the Total Bill(s): [5‘ J
drop-down options. Adjust the Type Total Loose Coin(s): [ ) ]
using the pre-populated options, Adjust

. . Amount In Cheques: [5“:} 0 J
the Quantity field to reflect your
deposit, and the total will be Amount In Cash [ ]
automatically calculated under the Total Deposit: [:1‘ - J
Value column.

Use the Totals section to verify your
deposit amounts.

The Deposit Total Selected is: $10.00 h

When you are finished, if you would like to review your entries or add more
orders to this deposit later, click Save Deposit.

If you would like to close this Deposit, and create a batch of your cash and cheque orders, click Close
Deposit. Once you click Close, you will not be able to add any more cash/cheque orders to this deposit.
Closing your deposit indicates that you have sent the associated orders to the bank for deposit.

Once you have closed a deposit, cash orders are labelled with the associated deposit information.

G/L Accounts
G/L Accounts or payment account codes should be pre-loaded into your school. These codes need to be
centrally loaded and managed, but changes can be submitted from the school level.

Click G/L Accounts from the Finance Manager.



To View G/L Accounts, click the Folder icon. These accounts may be arranged under different
categories. To edit a G/L Account click
the Edit icon to the left of the G/L

Account line item.
Note: All additions and edits will be ]
sent for approval to the Finance Search: J
Administrator.

NAME . LOCATION PURPOSE CODE ACCOUNT CODE
Edit the fields and click Save. A e : :
notification will appear indicating that cafeteria services 099552 >t s
the G/L Account you have edited has
been sent for approval. D External Charities 099999 500 005001099999

To add a G/L account, click Add G/L
Account. Enter the Description, Purpose
and Account Code, and click Save.

Payee Management
Payees are used to log payments to your school from outside agents — such as income from facility
rentals or lunch programs.

To manage your school’s Payees, click Payee Management from the Finance Manager menu.

ADD NEW PAYEE

VIEW ALL PAYEES
—

SCHOOL-DAY PUBLIC SCHOOL PAYEES

Il [2](3][Next » | [Number entry]

- Bluebird Bus Rentals Edit | Delete
KK‘ Created 6 order(s) in total

- Eash E‘Ivzries Edit | Delete
real

xﬁ ted 4 order(s) in total

To add a Payee, click the Add New Payee link at left side page. Complete the required fields. Please
note that you must include an email address to add a Payee. You may use a fake email address if you
wish, but ensure you use a @ .com format.

To Edit or Delete a Payee, click on the Payee name.

To review the past transactions of a Payee, click on the Payee name. To review a specific order, click on
the Order Number.



Reconciliations

School-Day can also create Reconciliation reports to help you settle your school funds. We have
provided technical usage instructions only. If your school will be using this feature, you will receive
guidance from your school board about items such as time frames and information to be included, so
please contact your school board respresentative with usage questions.

To begin, click Reconciliation from the Finance Manager. Previous reconciliations will be listed. To view
the details of a past reconciliation, click the Start Date.

RECONCILIATIONS
s Y

RECONCILIATIONS

1 to 10 of 34 reconciliations

2014-11-01 2014-11-29

2015-01-01 2015-01-29

2015-02-02 2015-02-19

Search: ‘ n

$10.00 2014-11-28 2014-11-28

-$5.00 2015-01-20 2015-01-20

$48.99 2015-02-12 2015-02-12

To create a new Reconciliation, click the More button. Select the date range for your Reconciliation
period by clicking the date box and using the pop-up calendar. Click Create. You can now leave this

posting at any time, and it will
save automatically.

Once you have started to enter
information to your
Reconciliation, the System will
create two projected reports.
You can view these at any time
to check your inputted
information. Click on the More
button on your Reconciliation to
download.

The Projected Income Report
will show all daily deposits by
card type, and includes cash and
cheque deposits where used.
Use this report to verify the

income on your bank statement with

the information in School-Day.

January 31 2015

Delete Reconciliation




While Batch dates in School-Day and deposit dates on the bank statement may vary because of holidays,
weekends, or late night Batches, amounts will always be the same, allowing the user to match and
confirm all entries.

Next, review the Open Batches. This Batch information is pulled into School-Day directly from your
Payment Provider, and shows Batches which have been closed by your Payment Provider, but not
reconciled by the school.

Start Date: September 01 2015 End Date: October 31 2015

Batch Total: $179.00

2015-09-03

2015-09-11 $65.00 $0.00 $65.00

2015-09-15 $30.00 $0.00 $30.00

2015-09-17 $7.50 $0.00 $7.50

2015-09-21 $38.00 $0.00 $38.00

2015-09-24 $8.00 $0.00 $8.00

2015-09-28 $5.00 $0.00 $5.00 ~

1to 7 of 7 batches

To remove a Batch, click the Remove icon, and it will remain behind to be used for another
Reconciliation. This is useful if a Batch was transacted during your time period, but wasn’t deposited in
the bank.

If a Batch has a red flag, it means that the Batch data has not yet been verified by your Payment
Provider. Please contact School-Day via email, at
support@school-day.com, or open a support ticket at
www.school-day.com/support, giving us the Batch date,

Select Batches

amount, school and school board. We recommend you = | L wa | K

contact us to resolve all flagged entries. TS S o A S S v A S ey ANEI ) S
2011-06 02 $0.00 $0.00 $0.00 ~
2011-06-15 $0.00 $0.00 $0.00 ~
2011-06-20 $0.00 $0.00 $0.00 ~
2011-06-21 $0.00 $0.00 $0.00 ~
2011-06-24 $0.00 $0.00 $0.00 ~

If you need to add more Batches to your Reconciliation R A0 fn e >
2011-07-13 $0.00 $0.00 $0.00 ~

(for example, if you removed a Batch from a previous et ks o b -
2011-07-15 $0.00 $0.00 $0.00

Reconciliation), click Select Batches. Click a Batch to select bl o 2 208 =
1 to 10 of 249 Batches

(it will higlight in blue) and then click Add Selected to add B

add this Batch.

Note: a row with a ™ may require investigation. Please notify the School-Day team of the associated date and school so
this can be taken care of promptly.



mailto:support@school-day.com

If you have been using School-Day to collect cash and cheque payments, as well as to log Bank Deposits,
these can also be added to your Reconciliation.

Click Select Deposits to choose from your existing Deposits (please note that you must first log a Bank
Deposit through School-Day, and you must close the Deposit, if you would like add one to your

Reconciliation). Click a deposit to add, then click Add Selected.

You can also log adjustments in School-Day, directly against GL/Account codes, if recommended by your
school board. These adjustments can be used to reconcile disbursement payments, GL adjustments, and
various fees including NSF fees. Select the Type of Adjustment from the drop-down list, and apply the
GL Code. Inlcude the amount, a description and input the date.

Click Save Adjustment when done.

Use the Totals fields to verify the
Totals amounts of your Reconciliation.

Total Cash:

When you are done, click Save/Post
Reconcilation. This will close off your
Reconiciliation for any further edits,
additions or deletions. You will not be
able to delete or edit this
Reconcillation once posted.

SAVE/POST RECONCILIATION

Batch Total:

Total Adjustments:

Total Disbursements: [

— A A

Grand Total:

Please note that you can leave your Reconicliation at any time, and come back to it later, and the
System will save your progress. Simply navigate away from the Reconcilation screen. Only Save/Post
your Reconciliation when you are ready to close off these transactions.



Once you have posted your Reconciliation, you will have 2

reports to view (these reports were previously the Projected
Income Report and the Projected GL Report).

The Income Reconciliation Report will show all daily
Deposits by card type, and includes cash and cheque
Deposits where used.

Income Reconciliation Report for School-Day Public School

While Batch dates in School-Day Date Ending September 30 2014

and Deposit dates on the bank

statement may vary because of e
Date Deposit Type Amount Detail

holidays, weekends, or late night

) 2014-09-02 Batch $35.00 Visa
Batches, amounts will always be 2014-09-16 Batch $100.25 Mastercard
the same, allowing the user to 2014-09-03 Cash Deposit $155.05 Deposit #: 13 | September 3, 2014
match and confirm all entries. Income Totals: $290.30

Total Reconciled Income:
September 30 2014

The Reconciliation GL Report
displays your reconciled information as GL Summaries.

Reconciliation GL Report for School-Day Public School
Date Ending September 30 2014

Online
Payment Category Name Total

Field Trips $15.25
Student Activities $20.00
Milk sale Jr. $100.00
Online Total: $135.25

Cash / Cheques

Payment Category Name Total

Student Activities $1.05
School Council $100.00
Milk Sale Jr. $54.00

Cash / Cheque Total: $155.05

Payment Category Name Total

Once you have posted your Reconciliation, you’ll see the T i e
associated entries in your Payment History have updated. wilksaer. oy

Grand Total: $290.30



Clicking on the Batch Order will bring you to the summary of your Reconciliation, allowing you to find all
associated details.

Show | 10 v |entries

Class Filter: | Al Classes ']
ORDER ¢ BATCH CONSUMER = ITEM NAME QTY: AMOUNT < PAYMENT < ACTION
2015-05-21 123 254265 C:86 Aaron, Jennifer Aaron, Jennifer Product 2014 1 $27.00 Cheque fond
12:01:04 YYearbook Refun:
2013-12-12 345 147817 C:86 Atikinson, Flynn Frick, Madeline Event Holiday Dance 1 $10.25 Cheque
17:11:37 Refund }

BANK DEPOSIT DETAILS

Description: April 8, 2015
Deposit Number: 42 Date Created: April 08 2015 at 12:02:01 PM
Date Closed: Open
Commercial Bank: SDBC Branch: 1223334
Account: 2473 Night Deposit Wallet: 235
Cheques Totals
= TN otal Cheques: $37.25
#345a $10.25 Total Cash:
#123a $27.00 Total Deposit: $37.25

Total: $37.25

Associated OrdersTotal: $37.25




Payment Centre

The Payment Centre manages all of the financial components of School-Day. This is where you can
manage the cash and online payments for your school.

Payment History
School Administrators have the ability to view all transactions in their school through the Payment
History link. Click Payment History from the Payment Centre link.

The Payment History page will provide you with a list of all items that have been purchased. The
amounts reflect the actual amount paid by the parent.

VIEW PAYMENT HISTORY

Report

- . Export To CSV
show | 10 - |entries
Class Filter; | A Fass= ]

From: [ E To: [ ]E Search:

sssssss 13 a3 03148 cole, Christy Logan, Candace-Les product Cotizaton s 5500 Chaue

2351148 Alce Refund

20160811 a2a2342 403148 Sentley, James Logan, Candace-Las product Hight Schos! Tution 1 $15.00 Cheaue

23:51:49 Alica Refund

Logan, Candace-L Tuition : s15. eque
i i Refund

There are many ways to find a transaction item. You can search by date range or search by Transaction
ID, Order ID, Student Name, Consumer Name, Item Type, Item Name and Amount in the general search
field.

You can choose the amount of entries to view on the page from 10, 25, 50 and 100. Use the <and>
arrows to view the next screen or the previous screen.

Enter Search parameters and generate a Report to view additional information about your payments,
including Homeroom information. Please note that the Homeroom function may need to be manually
edited for some Students, which can be done by visiting the Student page.



Refunds

To process a refund, search for the item that you want to refund by entering your search criteria in the
Payment History Page.

Show | 10 v entries

Class Filter: | Al Classes Y

From: I z To: J El Search: | ‘ .

AMOUNT &

PAYMENT = ACTION

REFUND
20160818 02177 100177 Frick, Carolyn Frick, Carolyn Event Fort York ield Tip 1 545.00 cash
1513158 REFUND

2016-08-18 403178 03178 Fradesh, Guitha Pradesh, Guitha Event Fort York Field Tip 1 $45.00 Cash
15:31:50

When you have found the transaction in question, click Refund to the right of the transaction. The
Process Refund page will appear with the original Purchase Details which includes Transaction ID, Order
Item, Quantity, Consumer Price and Maximum amount available to refund.

If it is a partial refund, enter the amount you would like to refund to the parent. If it is a full refund the
amount will automatically appear in the Refund Amount field.

Once you have completed the refund fields, click Process Refund.

PROCESS REFUND

Order 403173
Transaction 51 10104820

Purchased By:  Jenna Duffy
Jduffy@email.com

Purchased For:  Christopher Duffy
Purchase Date:  August 18 2016 at 03:03:43 PM
Order Total: 5185.00

Payment Method:  CC

A page will appear with the details of the refund. You will see the Original Transaction, Transaction
Amount, Transaction Date and the new Transaction Number.



For online payments, once a refund has been processed, it communicates directly with your merchant
account and will be reflected on your bank account. It is recommended that refunds be processes solely
through School-Day to ensure that the reporting is uniform. But in the case where you would like to
review your transactions through your merchant provider you may do so by signing in to your merchant
account online and reviewing the Transaction History.

Open Orders
Once a parent has submitted a cash order it will appear on your Open Order screen. To accept a cash or
cheque order, click on the Order Number.

After you review the order, you can

either click Accept Cash to complete the PAYMENT CENTRE

order and log the payment, or click e

Cancel Order to delete the order without Open Orders o R
completing. If you click Accept Cash, use p—1 - ; T ————
the drop-down under Payment Type to ——
log payment by either Cash or Cheque. If e Slidh

you are logging a Cheque, the Cheque
Number is mandatory, for tracking
purposes.

Parents are able to cancel their pending Open Orders, so you may see some Orders disappear, or
reappear with a different Order Number, if a parent has edited their purchase.

ORDER #3562992016-04-05 AT 01:19:52 PM

This order contalns 1 Item(s) created by Ellen Laurenston

ORDER ITEMS:

CANCEL ORDER ACCEPT PAYMENT




Accept Payment
The Accept Payment page allows you to quickly enter cash payments for Students, Payees and Events.
To begin, click Accept Payment from the Payment Centre.

To quickly accept multiple orders for a particular event, click Select Event.

Click the Event’s Title to select. If the Event has already passed, click the Past Events button.

Select Event

DATE < TITLE B GROUP B
Wed Aug 31st 2016 Fort York Field Trip School-Day Public School
Fri Sep 16th 2016 Grade 1 Trip Grade 1
Thu Sep 22nd 2016 Animal Sanctuary School-Day Public School
Thu Sep 29th 2016 Zoo Trip Grade 8 Room 100
Fri Sep 30th 2016 Zoo Trip Grade 8 Room 100
Fri Sep 30th 2016 Fire Station Trip School-Day Public School

1 to 6 of 6 events

CANCEL

Use the check box to select the available Students. If you are subsidising a Student, adjust the amount in
the Subtotal field to match what you have collected. Confirm that the amount you have indicated
matches the funds you have accepted, and click Accept Payments. You may wish to view or print the
order details after you have confirmed the cash payments.



To quickly accept single or multiple orders for Students, click Select Students.

Select Students
SR

Jennifer Aaron 1-2 090

Emily Anders Grade 8 Room 100 2254
Emma Anderson 1/2 0497778
Sarah Angler Grade 4 056
Flynn Atikinson Special Education 045
Alexandra Bain Baseball Team 024
Teresa Baldwin Junior Kindergarten 017
Keith Bannister Grade 4 042
Matthew Belanger ESL 068
Ettiene Belanger Baseball Team 3344

1 to 10 of 144 students

SELECT ALL UNSELECT ALL

To select a Student, click their name. You can select multiple students by clicking on additional names.
To unselect a student, click their name again.

Once you have made your selections, change the View All option to View Selected to review. To submit
your selection, click Add Selected.

To add the same item to every student, click Add Items To All. To add unique items to each student,
click Add Items beside the Student’s name.

When you're adding items, use the Search field or the drop-down list to filter your available options.
Multiple products can be selected by clicking on the item’s name and clicking Add Selected.

If you are subsidising a Student, adjust the amount in the Subtotal field to match what you have
collected. Confirm that the amount you have indicated matches the funds you have accepted, and click
Accept Payment. You may wish to view or print the order details after you have confirmed the cash
payments.

To record funds received from outside vendors or Payees click Select Payee. Payees can be used to
collect cash not necessarily associated with specific Events, Products or Students.



To select a Payee, click their name. You can select multiple Payees by clicking on additional names. Click
a name again to clear a selection.

Once you have made your selections, change the View All option to View Selected to review. To submit
your selection, click Add Selected.

Note: Payees must be added first. Please see the Payee Management section for more details.

To add the same item to every Payee, click Add Items To All. To add unique items to each Payee, click
Add Items beside the Payee’s name.

You will need to adjust the Subtotal field to reflect the cash you have collected. If you have collected
any payments by Cheque, please select Cheque as the Payment Type, and include the mandatory
Cheque Number, for tracking purposes.

Create Disbursements
The Disbursements feature lets you generate disbursement reports and issue cheques for items at your
school.

Select Create Disbursements from the Payment Centre to begin, and complete all necessary fields.

DISBURSEMENTS

Item: ‘ SELECT..
Payee: ‘ SELECT..

Cheque Description:

Cheque Number: 124 ‘ OVERRIDE

Amount:

HST Applicable? No ¥

Note: If your Payee is not listed, you will have to add them. Please see the Payee Management section
of this manual for more information.



Click Create to log your Disbursement.

On the next page, you can review your Disbursement and print a cheque. Information from your
Disbursement will automatically be printed onto your cheque. Ensure your printer is loaded with the
appropriate cheque paper, and click Print Cheque.

Once you have created a Disbursement, it becomes an order in School-Day, viewable and reportable
through the Payment Centre.

Note: Your School District may not be using this feature at this time.



Petty Cash

The Petty Cash feature allows users to log Petty Cash inputs and issue cheques against Petty Cash funds
in the school. The Petty Cash feature checks the balance of Petty Cash funds against the Disbursement
amount and verifies all correct information has been completed. If the information is not complete or
funds are insufficient, a Disbursement via Petty Cash cannot be made.

Select Petty Cash from the Payment Centre.

PETTY CASH
——

PETTY CASH

Export Transaction List
Add Disbursement

Balance: $709.00 Searc

Add Reimbursement

05/11/2016 125 Fees Recouped General 10 0001 1 010 101 $-123.00
03/15/2016 454354 het General ! 10 0001 1 010 101 $-25.00

10 0001 1 010 101

130 $-150.00

01/28/2016

To add a Petty Cash Disbursement, click the Add Disbursement button.

System safeguards ensure that before you can create the Petty Cash Disbursement, there must be
sufficient funds available.

Please Note: GL Department and Budget Code options are preloaded from School District information.

Once you have clicked Create you will be brought to the summary page for your Petty Cash
Disbursement. Information from your Disbursement will automatically be printed onto your cheque.
Ensure your printer is loaded with the appropriate cheque paper, and click Print Cheque.

To add a Petty Cash Reimbursement, click the Add Reimbursement button.

Once you click Create, your Petty Cash Reimbursement will be applied to your Petty Cash Balance. You
can see a record of all Petty Cash Disbursements and Reimbursements by viewing the Petty Cash page.

Note: Your School District may not be using this feature at this time.

Confirm that the amount you have indicated matches the funds you have accepted, and click Accept
Payments. You may wish to view or print the order details after you have confirmed the cash payments.



Reports

The Reports section in School-Day will be where easy to pull financial reports or other types or reports
can be found.

School-Day comes pre-loaded with one basic report, allowing you to generate a payment Category (or
general ledger) Umbrella Overview Report. The Category Umbrella Overview Report provides a
summary GL/Category report of your school, filtered by your selected date range.

Category Umbrella Overview Report
Please be patient as this report may take a few minutes to generate.

GENERATE

) —
Start Date: \3 End Date: ’_"‘J Payment Types:

To create your report, select a Start and End Date, and click Generate, next to the report of your
choosing. Please note that this report can be very large, and so may take several minutes to load. Your
report will open as a CSV.

If your board has other reports installed, they will be listed here.

ENDING A SESSION

To ensure privacy of your School-Day Account, it is important to

log out after each Session. To log out, simply click the Action

Icon and Logout in the lower left corner of your screen. Edit Profile
Edit School

SUPPORT

We have made every effort to keep School-Day as user-friendly Logout

and self-contained as possible. If you require assistance after

using our manuals please contact School-Day at 1.855.253.1731,
email support@school-day.com or visit our support website at
ww.school-day.com/support. Here you can browse User Guides,
open a service ticket, or chat online with a live agent.

CONTACT US

For more information, please contact School-Day at:
1.855.253.1731
info@school-day.com

www.school-day.com/support
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