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Introduction 
P    S  S  

The student store is a retail entity which benefits both the high school and       

students.  Students gain experience in a real work environment while providing 

other students with nutritious snacks and beverages.  The school ultimately    

benefits from the profits made by the store.   
 

R    M  

The role of the Student Store Manager is to oversee the operation of the store.  As with any retail         

position, the basis of this job lies in inventory control.  Managing the flow of merchandise in and out of 

the store is vital to the success of any business.   
 

The store manager ensures that the store is fully staffed with trained employees for all shifts.  Closing 

down the registers and monitoring the receipts for accuracy among the employees is a daily            

responsibility for store managers. 
 

R  L  

Each high school differs slightly in regard to their reporting lines, but most store managers are under 
the direction of the Assistant Principal for Student Activities. The assistant principal will be responsible 

for addressing any of your needs and/or concerns regarding hours of operation, finding volunteers, 

custodial needs and fulfilling your annual performance review.   Your Student Activities Specialist is 
your point of contact for addressing InTouch issues, compliancy, inventory issues and store revenue. 
 

In addition to the assistant principal, the Student Store Manager will work closely with one of the office 

secretaries.  Most commonly, it is the Student Activities Secretary, as this person also works under the        
direction of the same Assistant Principal.  Some of the day to day issues that the Student Activities   

Secretary may help you with are: 

 ~ Putting requisitions on the system to be approved for purchase orders and cash envelopes 

 ~ Locating vendors and helping with the bid process, when necessary 

  

H   O   O  

The store hours of operation are a site based decision.  Some stores are open all 

day long, while other stores are only open during passing periods and lunch 

times.  Verify with your admin which their preference is. 
 

All overtime must be approval prior to being worked.  The principal’s secretary is 

responsible for putting a PARF (Personnel Action Request Form) on the system 
to approve any overtime worked.  If you foresee a time when you may need to 

work longer than your scheduled hours, please be proactive and get authorization before you actually 

work extra hours.  It is always up to the discretion of your school’s administration to approve or deny 

overtime.  You may be asked to flex your time, causing you to close your store early. 
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As a general rule, all food items sold within the student stores must be prepackaged.  Items need to 

be wrapped in factory sealed packaging which includes a preprinted ingredient and nutrition label.  
Occasionally, you may want to sell items that are factory sealed but are not labeled for individual 

sale.  In this case, a sample of the label which is cut from the original packaging will suffice.  It must 

be displayed in close proximity to the item being sold in the store.  With the ever present issue of 

food allergies, store managers need to have ingredient information readily available for customers to 
make an informed decision regarding their food or beverage choice.   

 

When food items are not prepackaged or factory sealed (such as items sold within the school        
cafeteria) the workers must have food handler’s card.  This is necessary of ALL workers, not just 

those who handle the food.  Food Handler’s cards are obtained through the Arizona Department of 

Health Services.  After passing a food service worker course, and paying the associated fee, an    
individual can receive their Food Handler’s card.  All individuals working in the school cafeterias must 

be certified, however these are not required within the student store, as all items sold must be 

wrapped in factory sealed packaging. 

 
All food items sold within the high school student stores 

must comply with the USDA’s Food & Nutrition Smart 

Snacks in School Guidelines.  The student stores fall 
under the “Competitive Foods” heading, as items sold 

in the student stores are not reimbursable under the 

Federal Free and Reduced Lunch Program.  Consequently, items not meeting these guidelines may 
not be sold anywhere on campus between 12:00am midnight through 3:45pm each school day.  The 

MPS Food & Nutrition Department plays a large role in helping determine which food items meet the 

USDA’s Smart Snacks criteria.  Food and Nutrition has comprised a list of acceptable foods that may 

be purchased for resale in the student stores.  However, new products are  
continually becoming available, so contact the  Student Store Specialist in   

Student Activities if you have an item that you would like to start along the 

approval process. 
 

F  C  

There are a number of criteria, or hurdles that a food item must meet in order    
to be sold in the student store.  Each guideline tells precisely how an item must conform in order to 

be approved; deviations are not allowed: 

 

· F  H  1:  G  S   A  F   

      This guideline applies restrictions towards the main ingredient of an item.   
      It states -  Any food sold in the school must fall into one of these three categories: 
 

~ Be a whole grain-rich product; or 

 ~ Have as the first ingredient a fruit, vegetable, dairy product, or protein food; or 
 ~ Be a “combination food” with at least a ¼ cup of fruit and/or a vegetable 

Food and Nutrition Requirements 

 

C    ... 
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· To be a whole grain-rich product, an item must have       

50% or more whole grains by weight or have a whole     
grain as the first ingredient.  This information must be       

easily identified by reading the product label.  

 
 

 

 

 
 

 

· When fruit, vegetables, a dairy product, or a protein  

      food is listed as the first ingredient, it falls in line with the  
      Dietary Guidelines for Americans (DGA).  

 

 
 

 

 
 

· A combination food means that a product may contain       

two or more components that represent two or more of        

the recommended food groups:  fruit, vegetable, dairy,      

protein or grains.   
 

      Some examples of this would include:  yogurt and fruit,  

      hummus and vegetables, or fruit cobbler with a whole  
      grain crust. 

 

 
 

Next, items must be differentiated between an entrée and a snack, as entrée items have a higher  

allowable fat, sodium and calorie content than a simple snack.   

 
All items sold in the Student Store will fall under the SNACK category.  This is true of any food item 

sold on campus that is not from the cafeteria, including vending machines, kiosks, etc. 

Food and Nutrition Requirements 

C    ... 
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· F  H  2:  T  F  
 

      Items sold must have <35% of total calories from fat per item as packaged or served with the  
      Saturated Fat <10% and Trans Fat = zero (<.05g). 
 

It is very important that the product’s 
total fat percentage not be confused 
with the % of Daily Value listed on an 
item’s nutrition label.  The 9% DV of 
Fat shown on the label at the right, is 
not the percentage of calories derived 
from fat. 
 
 
T      

      
’  , you’ll need to do 

some math!  On the nutrition label, 
locate the values for C  and 
the C   F .  
 
 

 
Next, plug them into this equation:  
 
 
There are some items that are exempt from the total fat restriction.  Those items include: 
   

 ~ Reduced fat cheese 

 ~ Part-skim mozzarella 

 ~ Seafood with no added fat 

 ~ Nuts and seeds and nut/seed butters 

 ~ Dried fruits with nuts and/or seeds (as long as there are no added sweeteners or fats) 
  

· F  H  3:  T  S  

      Items sold in the student stores must not exceed the following sodium levels: 
 

  Snack and side items: <200 mg sodium 
 

·  F  H  4:  T  C  

       Items sold in the student stores must not exceed the following caloric values: 
 

  Snack and side items: <200 calories 

Food and Nutrition Requirements 

Calories From Fat        50 
   Total Calories          180 

= = 28%   Total Fat from Calories 

C    ... 
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· F  H  5:  T  S  

      Items sold in the student stores must adhere to the following sugar value: 
 
      All items must have <35% of its weight from total sugars 
 
 
To compute the total sugar weight, 
locate the item’s serving size (in 
grams) and locate the items total 
sugars (in grams).  
 
 

 
 

 
There are some items that are exempt from the total sugar restriction.  Those items include:   
 
 ~ Dried/dehydrated fruits or vegetables (no nutritive sweeteners or fat) with or without  
               nuts/seeds 

 ~ Dried fruits with nutritive sweeteners for processing and/or palatability (example: 
               dried cranberries, tart cherries, blueberries) 

 ~ The sugar exemption for yogurt has been removed, though most already meet the 
               <35% of weight requirement 
 
Fruit and vegetables contain natural sugars; some might actually be higher than the allowable    
standard.  However, the following fruit and vegetables are exempt from having to meet all the nutrient 
standards and are allowable within the student stores: 
 
 ~ Fresh, frozen and canned fruit packed in water, 100% juice, light or extra light syrup 

 ~ Fresh, frozen and canned vegetables with no added ingredients except water 

 ~ Canned vegetables with small amounts of sugar for processing purposes 
  

· A  

      Accompaniments include all condiments which would be served with an item.   
      All condiments must be included in the nutrient profile as part of the item served.   
 

      Examples would include: 
 

 ~ Milk or Creamer 

 ~ Salt Packets 

 ~ Sugar or Sugar Substitutes 

Food and Nutrition Requirements 

       Sugars (g)__        12 
   Serving Size (g)        48 

= = 25%  Total Sugar Weight 

C    ... 
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B  C  

There are also a number of guidelines that must be met in regard to all drinks that are sold in the   

student store.  Again, each guideline tells precisely how an item must conform in order to be          

approved; deviations are not allowed: 
 

· W :  No restrictions of any kind on plain water (carbonated or noncarbonated).  

· M :  Unflavored nonfat and low fat milk is allowed.  All flavored milks must be nonfat.           

The maximum serving size is 12 fluid oz. for high schools. 

· J :  Only 100% fruit and/or vegetable juices are allowed.  100% juices may be diluted with 

water.  Carbonated or noncarbonated is acceptable; however, no added sweeteners of any kind 

can be added.  The maximum serving size is 12 fluid oz. for high schools. 

· B  - C  F :  Calorie free flavored water, with or without carbonation meets the 

new guidelines.  Other “calorie free” beverages must have < than 5 calories per 8 fluid oz. or up 
to 10 calories per 20 fluid oz.  The maximum serving size is 12 fluid oz. for high schools. 

· B  - L  C :  The lower calorie count beverages include items such as sports 

drinks.  The maximum serving size cannot exceed 12 fluid oz. for high schools: 

 

  Up to 60 calories per 12 fluid oz. 

  Up to 40 calories per 8 fluid oz. 

 
There are no caffeine restrictions in the high schools.  However, items with caffeine may not have a 

serving size larger than 20 fluid oz. 

 
Reading and understanding nutrition labels is key to knowing what foods are acceptable to sell within 

the student stores.  Beware of food labels that show more than one (1) serving per container or   

package, as these can be confusing and/or misleading.  I       

    ,          
     . 

 
 

The Arizona Department of Education (ADE) will monitor 

the compliance of these standards as part of their review  

process for the Child Nutrition Program.  F   
         

    .  If you are ever in 

doubt whether or not a product may be sold within the  
student store, please do not hesitate to call the Student 

Store Specialist in the Student Activities Department.  
 

 

 

Food and Nutrition Requirements 
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Expiration Dates 

 

Products should be restocked from the back, allowing older items at the front of the shelf to sell first.  

Items nearing expiration should be reduced in price for quick sale.  It is illegal for stores to sell 
food past its “Use By” date.  However, stores are allowed to sell food after it has passed the “Best 

Until”, “Best Before” or “Sell By” dates stamped on the sides of packages as long as there are no  

evidence of spoilage.  D        , .   

 
Expired products that cannot be sold within 30 days of expiration, need to be written off as  

and removed from store shelves/inventory.      
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R    C  C  

Each high school’s custodial crew will supply the student store with necessary cleaning supplies.  It   

is the manager’s responsibility to communicate any needs to the Lead Custodian.  Student stores     

typically have students assist in the cleaning of the premises.  It’s a good training opportunity for   

students to learn how to adequately clean & organize as most entry level jobs will contain some 
cleaning as part of their job responsibilities.  Each school has a slightly different relationship with their 

custodial crew.  Some schools allow a custodian in during the night to clean floors while others have 

their students maintain all aspects of the student stores. 
 

 

P  C  

All Lead Custodians order their cleaning supplies from MDC 

(Materiel Distribution Center).  They can acquire cleaning products 

for the student store as well.  When items you request cannot be 
supplied from MDC, something similar can usually be found and 

substituted.  However, if you need items that are not available 

through the MDC, you may purchase an approved chemical by 
establishing a Line Item Purchase Order.  Chemicals may not be 

purchased using a Blanket Purchase Order.  For a Line Item PO, 

you will need to list line by line exactly what you want to purchase on your Purchase Requisition.  
Once the requisition is approved and the PO is generated, you will be able purchase these items for 

the student store.  Line Item PO’s are single use purchase orders, so you will need to go through this 

process every time you wish to shop for student store cleaning supplies.  See pages 42-47 for       

detailed information on creating a Purchase Requisition. 
 

 

H  I  

It is important to always have a clean, organized store.  Unfortunately, 

health inspectors don’t make scheduled stops!  One never knows 
when a health inspector may drop by, so being ready at all times will 

help keep your store from being written up.  They will always look for 

issues which may affect the health and well being of your customers.  

Overall cleanliness is important; however, 
a couple of times a year, a deep cleaning 

is in order.   

 
 

                                                  C    ... 

 

Store Cleanliness 
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H            :   

· the tracks on your coolers not being cleaned 

· microwaves not clean or sanitary 

· sticky floors 

 

A     ,            
   : 

· temperatures of coolers and refrigerated food items 

· expiration dates of merchandise 

· forks, spoons, and other plastic wear lined up so patrons only touch the handle 

· food items that are not labeled for individual sale need to have a sample Nutrition Label near the 
items sold 

· boxes containing food items cannot be in contact with the ground; they need to be elevated on 
racks of shelving or pallets 

Store Cleanliness 

C    ... 
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Health inspectors carry a Temperature Gun which allows them to aim its 

beam into the coolers or directly onto food and/or drink items.  Coolers 
must keep items consistently cold which can sometimes be a problem  

during high volume times of the day, such as lunchtime, when the coolers 

are repeatedly opened and closed during the course of the lunch period.  

 
If you do receive an infraction from a health inspector, you’ll be given a 

written notice and a time frame to correct the infraction.  Issues need to  

be corrected immediately, as the inspector will return to check your  
progress.  If you fail to correct an issue, it’s the discretion of the inspector 

to close down the store.  This would not reflect positively on your school.  

Consequently, it is very important to keep your store clean and work respectively with any health  
inspector that may visit you. 

Store Cleanliness 
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InTouch Receipting System Overview 
The InTouch Computer Software 

System is the main tool used to 
run the high school student 

stores.  It is broken down into 

three main categories of           

operation: 

· Terminal 

· Manager  

· Student Store Manager 

 

 

 

Can be thought of as the cash register of the store.  The terminal allows sales to be rung up with its 
scanner and touch screen technology.  Students learn “real world” applications in regard to cashiering 

and calculating change.  The terminal interfaces with both InTouch Manger and the Student Store 

Manager to help generate sales information and inventory controls.  At the close of each day, an EOP 
(End Of Period) is conducted to close out, count and deposit funds.  Most students will only work   

within InTouch Terminal. 

 

 

This is where all the sales reports are generated.  Sales reports (EOP Reports) need to be ran daily 

and sent to Student Activities on a weekly basis.  New products that are purchased for resale must be 

set up as new items in InTouch Manager.  Terminal buttons are also created and manipulated within 
InTouch Manager. 

 

 

The Student Store Manager is where vendor information is handled, as well as inventory purchased 

from them.  Resale items purchased from a vendor must be linked to that vendor in Student Store 

Manager.  When merchandise is received, invoices are entered into the Student Store Manager        

creating an inventory count on hand.  When merchandise is sold in the terminal, items are subtracted 
from the inventory count. 

 

InTouch is an internet based software program.  This allows District personnel to run reports and    
interact with all school sites, as needed.  Since it is driven by the internet, and our schools are         

dependent upon phone lines for their internet, any disruption to the school’s phone lines can cause a 

system slow down.  This disruption is temporary.  However, if this occurs, restarting the computer can 
sometimes assist the situation.   

 

  

 

I T  M  

S  S  M  

I T  T  
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Ringing up Merchandise/ Completing a Sale 

 

 

Hold the product up to the scanner with the barcode towards 

the scanner.  You will hear a “beep” when the item has 
scanned.  Sometimes you will hear this noise, but the item 

does not scan, so it is always best practice to look at your    

terminal screen after each item is scanned to make sure it   

recorded.   
 

Some items do not scan well, and will need to be rung up by 

selecting the corresponding button from your Quick Screen.   
 

Some items do not have a barcode and 

need to be rung up with it’s corresponding 
button as well. 

 

 

C    ... 

L   I T  T  

Once signed in, your default screen is your Quick Screen.   

Your Quick Screen contains buttons that directly sell an item, and Category buttons that take you to 

additional item buttons.   

Items can be scanned in, or selected by selecting the appropriate button.  Some schools have touch 

screens and other schools use a mouse. 



 18 

Ringing up Merchandise/ Completing a Sale 

 

 

Once all items have been selected, you are ready to complete your sale. 

 

At the bottom of your terminal screen, are your Q  C  . 

 

If the customer gives you the exact amount owed, you can select the EVEN button and your sale is 

complete.  The cash drawer will open; place their money inside and shut the cash drawer. 

 

The other buttons represent common dollar amounts customers could hand you.  If a customer hands 

you one of the dollar amounts listed below, select the corresponding button.  The terminal will tell you 
how much change is owed. 

The cash drawer will automatically open.  Place the money the customer gave you in the cash drawer, 

then hand the customer their change and close the cash drawer. 

 

 

 

Once they have received their changes, select OK. 

 

Your transaction is now complete. 

DO NOT   OK        . 
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EOP - End of Period  
D  

EOP is an acronym for “End of Period.”  This is the terminology used with the InTouch software to 
specify the closing down of a terminal to balance sales transactions with the bank deposit.  The     
number of EOP’s performed each day is unique to each school site.   Regardless of how many        
terminals are in use, an EOP and bank deposit should be completed daily. 
 
The student store manager is responsible for conducting all EOP’s.  However, as you get to know your 
students each semester, those who show math acuity and trustworthiness may be good candidates to 
learn and assist with the EOP process.  Terminals should balance within a $1.  A perfectly balanced 
cash register ($0.00 overage/shortage) is always the best case scenario.  Document each employee’s    
accuracy with their EOPs.  Workers who do not conduct their own EOP, should be given timely reports 
on their accuracy.  Employees want to know how they are doing.  Feedback helps them improve while 
letting them know that their work is being closely monitored; this aids in controlling employee theft.  
Discuss overages and shortages with your employees.   
 
D  /   EOP     $10            

   R  S   A      /   (it can 
be written directly on the report, or on a separate piece of paper).  Make sure explanations are as   
detailed as possible.  Include names of students who worked on that register, and be sure to add your 
signature and have your Admin review and sign the documentation as well.   Here’s a sample of     
overage reported to Student Activities: 

Robert Paradis 

Admin’s signature 

Store Manager’s signature 

C  
  

... 
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End of Period (EOP) 
More often than overages, shortages will occur.  Here is a sample shortage that was reported to      

Student Activities: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Students need to see that the Student Store emulates other jobs in the community where continuous 
overages and/or shortages would not be tolerated.  S      

                  
 .  How this is handled, is a site based decision.   

 
A good rule of thumb to follow is, three strikes and you’re out.  If they are over or under three times in 
a row, they may not be ready to work the cash register.  You may choose to remove them for a period 
of time, or permanently.  How you handle this may depend on how many students you have to rotate 
though on the registers. 

Robert Paradis 

Admin’s signature 

Store Manager’s signature 

C    ... 
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End of Period (EOP) 
At the end of the day, the EOP from each terminal needs to be combined and deposited.  The pages 

that follow will walk you through the EOP process.  They will show you the necessary reports to run 
and how to make and finalize your deposit.  Once your EOP is complete and your deposit has been 

bagged up, you will need to take your deposit to the bookstore for armored car service; this may be 

done the same day or the following morning.    

 

Starting change funds for your registers must be put back in your safe.  If it is 

not possible to take your deposit to the bookstore that same day, make sure 

your deposit is locked securely in your safe as well.    

 

N        !  If a business is 

robbed, the first place an intruder will go to is the cash register.  Prop open all 
empty cash drawers when not in use, as this will deter would be thieves from     

breaking open the register just to find an empty cash drawer.   
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Steps in Conducting an EOP  
 

 

 

 

                                                             

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check     
Endorsement  

Stamps 

Y    I T  T        EOP.  O     
EOP,               
EOP/D . 

S  1:  Gather Your Deposit Supplies 

Clear Bank Bags Deposit Slips 

S  2:  Count out and remove the start-up change from the register you are conducting an EOP  
               for, and put it back in the safe. 

S  3:  Count the remaining money in your drawer.  When counting  
               the money, take note of the quantity and total for each  
               denomination of coin and bill. 

S  4:  In Terminal, click the More button,  
               then click EOP 

An EOP must be performed at least once a week.  Transactions from one week can not carry to the 
next.  An EOP must be performed on the last day of the month if it falls during your working week.  
Transactions can not cross from one month to the next.   Daily EOP’s are preferred.  

C    ... 
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C    ... 

S  5:  A list of all your Non-Reconciled Receipts will display.  Click OK. 

Steps in Conducting an EOP  

 

S  6:  The next screen will show your Check Receipts.  Every transaction that paid with a check  
               will be listed.  V       and that the total is the same.   
               Click OK. 
 

           
 
 
 
 
 
 
 
 
 
 
 

S  7:  The Credit Card Receipts screen displays all credit card payments you have taken.   
               For most stores, this will always be blank.  Click OK. 
 
 
 

 
 
S  8:  The Other Tender Receipts screen displays any receipts you entered from students who  
               paid by credit card in the bookstore.  Make sure you have a copy of each receipt listed.   
               Click OK.        
 
 
 
 
 
 
 
 

IMPORTANT:  If you accidentally entered a Check as Cash, you should catch it here.   
Failure to do so, will cause your Cash reconciliation to be off by the amount of the check.  
Catching it here, allows you to Cancel out of the EOP, void the transaction, and enter it   
correctly. 

 

 

 

 

IMPORTANT:  If you accidentally entered an Other Tender Receipt as Cash, you should 
catch it here.  Failure to do so, will cause your Cash reconciliation to be off by the amount 
of the Bookstore receipt.  Catching it here, allows you to Cancel out of the EOP, void the 
transaction, and enter it correctly. 
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Steps in Conducting an EOP  

 

 

 

 

 

 

 

 

 

C    ... 

                                             

S  10:  At the Reconcile Cash Screen, enter the  of each denomination of coin and  
                 dollar bill you’ve taken in, NOT the dollar amount.  (If you have $100 in $10 ‘s, you  
                 would enter 10 vs. $100)   
 
                 U          !   
                 D     -  . 
 
                 Click OK to check your accuracy when complete. 

S  9:  The Account Receipts screen   be blank.  Click OK. 
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Steps in Conducting an EOP  
 

 

 

  

C    ... 

If the total dollar amount of the quantities entered for each 
denomination of coin and bill are higher than the total of 
your cash receipts (over), you will see a whole dollar 
amount listed in the Over/Short box. 
 
If there is a whole number listed in the Over/Short box, 
click CANCEL and re-count your quantities of each bill 
and coin and re-enter the totals on the Reconcile Cash 
screen. 

                                             

                                             

                                             

                                             

                                             

                                             

If the total dollar amount of the quantities entered for each 
denomination of coin and bill are less than the total of 
your cash receipts (short), you will see a negative dollar 
amount listed in the Over/Short box. 
 
If there is a negative number listed in the Over/Short box, 
click CANCEL and re-count your quantities of each bill 
and coin and re-enter the totals on the Reconcile Cash 
screen. 

If the total dollar amount of the quantities entered for each 
denomination of coin and bill match the total of your cash 
receipts, you will see $0.00 listed in the Over/Short box.  
This is what we want to see!   
 
If $0.00 is displayed in the Over/Short box, click COMMIT 
and proceed with your EOP. 

If you are still Over/Short after the 2nd attempt, click  
Commit and continue the EOP.  The Over/Short will  
record on the Revenue Summary by Account report.   

A  O /S    $10  
     

  .   I    
     A ,  

    EOP . 

N :  O    C ,   !   
             Y      EOP   !  
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Steps in Conducting an EOP  
S  11:  Once you commit to your EOP, Deposit Reference prompts will appear.  Depending on the 
                 transactions you entered, you may need to make deposit slips and deposit bags for up to    
                 two accounts:  Auxiliary Funds and/ or Student Funds.** 
   

                 Type the following three items in your Auxiliary Deposit Reference:    

                   B  #, T  #  D  
 
 

 
 
 
 
 
 

 
 

 
 
 
 
                           
 
 
 

 
 
 
 
 
 

 

 
 

** K   M  - - -   Student Store sales all come through as Auxiliary funds, even when you sell 
an item for a club, because the Student Store Module sells items based on a category code vs, an 
account code.  As a result, you will need take a mental note if club items were sold throughout the 
day, to know if you will need to type in a bag number for a Student Funds deposit.  If you are         
unaware of a club sale prior to completing your EOP, just hand write the Student Funds bag number  
on your Tender Summary Report. 

Clicking Cancel on any  
of the Deposit Reference 

screens will not cancel the EOP.  
I                 

       
               

, making it           
mandatory for you to handwrite 
this information on your Tender 

Summary Report. 

 

  

 

S  12:  Your Smart Deposit will  
                 display.  The Smart Deposit  
                 tells you which checks and  
                 how much cash is being  
                 deposited. 

S  13:  Click Done. 

The EOP is complete.  Login to InTouch  
Manager to run your EOP reports.  You may   
begin entering transactions in Terminal if needed. 

NOTE:  If you have more than one 
bag, list each bag number, then 
your terminal number and then the 
date. 

Total Amount to be put  
in Clear Bank Deposit Bag 

If you use the Smart Deposit to bag 
your money, it is NOT always  
accurate!  Verify these numbers with 
the Revenue by Tender Report before 
completing your deposit.  Here is 
why… if a parent gives you a $30 
check to pay for a $20 shirt you are 
selling for a club (STUDENT FUNDS), 
and also buys a $10 water bottle that 
you purchased with store funds 
(AUXILIARY FUNDS), you will need to 
deposit the check in your Auxiliary bag 
and use $20 cash to place in the  
Student Funds bag, so the deposits 
will balance. 
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There are three reports you’ll need to run when you complete your EOP:  
 
 
R  S   A   
Tells you how much sales you had in each account and totals by fund  
Can be ran by Fund 
Needed by Student Activities  
Must be ran with each EOP 
Must also be ran for the week (Monday - Friday), and submitted with each weekly Cash Summary  
Must be retained for 4 years 
 
 
 
T  S   
Shows how much money was taken in for each tender type 
Can not be ran by Fund 
Needed by Student Activities  
Must be ran with each EOP 
Must also be ran for the week (Monday - Friday), and submitted with each weekly Cash Summary  
Must be retained for 4 years 
 
 
 
R   T    
Helps you complete your Cash Summary Report 

Breaks down sales by Cash, Check and Credit for each fund  
Can be run by tender type and/ or fund  
Not needed by Student Activities or Accounting  
Can be discarded once your Cash Summary Report is complete 
 
 

EOP Reports  

C     ... 
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S  1:  Log into InTouch Manager. 
 
 

S  2:  Click Reports, then click  
               R  S    
               A .  This report will  
               show you how much  
               money was taken in from  
               each account code within  
               each fund.   
 
 
S  3:  Do not select a Terminal.  Leaving the Terminal button  
               unchecked will run the report for all Terminals used. 
 
 
S  4:  Run this report by Reconciled Date.  The To and From  
               dates will default to the current date.  All other  
               default settings are fine. 
 
S  5:  Click Show Report, and print two copies of this report.   
               One for your records, and one to send in with your  
               Cash Summary Report. 
 
 
S  6:  At the end of the week, this report needs to be printed for  
               the week.   
 

               Change the Reconciled Date to display from Monday’s  
               date to Friday’s date.  Click Show Report, and print 2  
               copies of this report.  One to send in with your Cash  
               Summary Report and one to keep for your records.   

EOP Reports - Rev. Summary by Acct. 

E      ... 
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EOP Reports - Rev. Summary by Acct. 
 

 

Robert Paradis 



 30 

EOP Reports - Tender Summary Report 
 

S  1:  Log into InTouch Manager if needed. 
 

S  2:  Click Reports, then click  
               Tender Summary Report.   
               This report will  
               show you how much  
               money was collected from  
               each type of tender:    
               Cash  /  Check  /  Credit  /  Account  /  Other 
 

S  3:  Do not select a Terminal.  Leaving the Terminal button  
               unchecked will run the report for all Terminals used. 
 

S  4:  Run this report by Reconciled Date.  The To and From  
               dates will default to the current date.  All other default 
               setting are fine. 
   

S  5:  Click Show Report. Print two copies of this report.  One for 
               your records and one to send in with your Cash Summary. 
 

S  6:  At the end of the week, this report needs to be printed for  
               the week.   
 

               Change the Reconciled Date to display from Monday’s  
               date to Friday’s date.  Click Show Report, and print 2 copies  
               of this report.  One to send in with your Cash Summary  
               Report and one to keep for your records.  
      
The deposit reference you enter for each bag after you Commit to your EOP prints on your Tender 
Summary Report.   

 
If you need to re-bag your deposit for any reason after you 
have committed to your EOP, you will need to cross out the 
deposit reference on your Tender Summary Report and hand   
write in the new bag number(s).  You will also need to  
change the bag number on your deposit slip. 
 
   

 

Other 
Tender 

xxxxxxxxxxx 
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EOP Reports - Revenue by Tender 
S  1:  Log into InTouch Manager if needed. 
 
S  2:  Click Reports, then click  
               R    T .  This 
               report will show you how much 
               money was taken in for each type 
               of tender by fund.  
 
S  3:  Do not select a Terminal.  Leaving the Terminal button  
               unchecked will run the report for all Terminals used. 
 
S  4:  Run this report by Reconciled Date.  The To and From dates 
               default to the current date.  All other default settings are fine. 
 
S  5:  This report can be ran by Fund and by Tender Type.  However,  
               the Student Store Module rings everything up under Fund 6, so 
               you will only need to choose a tender type.   
 
               U    ,        
               C            
                    S  F    C   
               S  R . 
                 
              -  Select Cash, Check, Credit and/or Other as T  T  
               -  Under O , select R  T  
 
S  6:  Click Show Report  
 
S  7:  Repeat for each Tender Type(s) 
               
 

E     ... 

                                             

                                             

                                             

                                             

NOTE:  Club items need to be listed under Student Funds on your  

              Cash Summary report.  The Revenue by Tender report will  
              show how much was sold for each category under each type  

              of tender used in your store.   

 
              Highlight club items under each type of tender and add them  
              together. The total for each type of tender will need to be  
              subtracted from the Tender Total.  The total for each tender  
              will be listed under Student Funds on the Cash Summary  
              report. The remaining balance will be listed under Auxiliary  
              as Student Store sales on your Cash Summary report. 
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EOP Reports - Revenue  by Tender 
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Completing Your Deposit Slip 
 

Now that your EOP is complete and your reports have been ran, it’s 
time to complete the deposit slip(s) and fill the bank bag(s). 
 

Use your Revenue by Tender Report to determine how much money is 
placed in each bag.  Once you know the deposit amount, it does NOT 
matter which checks or cash go in each bag, as long as the deposit   
total in each bag is correct.                

 

Complete each deposit slip as shown below.   Make sure you press firmly when writing and have 
something underneath as the slips have carbon copies. 

 

7/24/19 

123456 

155  00 

B
a

g
#

 0
18

87
0 

15  00 

172  25 

1
7

2
  2

5 

Sally Rogers 

T   
  

  

T    
  

L             
      

   
 

S   
  
 

A   .  
P   

 . 

D   
   

N   
C  D  
B  

D  = D   
EOP 

2  25 

** Endorse the back of 
each check with the   
appropriate stamp as 
you write it on the     
deposit slip so you do 
not forget this step.** 

C    ... 
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Bagging Up Your Deposit 
Bag numbers are not tracked unless they are used.  If a bag becomes   
unusable, simply throw the bag away.  If you make an error following an 
EOP, and have already logged the bag number on the Deposit Reference, 
you will need to write the    on your deposit slips and the 
Tender Summary Report.  Failure to do so, will make it difficult to link your 
deposit to your school. 

 

Complete the required information on the front of the bag, then circle the 
type of funds contained in it.  Write the amount of money declared to be in 
the bag, on the front of the bank bag in a clear space.   S   

 . 

  

 

F   D  B ( ) 
When filling the deposit bags, please do not use  
paperclips, paper straps or rubber bands on dollar bills  
or checks. 
 
Place coin loosely in the bottom of the bag.  Do not use zip  
lock bags, coin rolls or containers. 
 

No more than $20 in coin can be placed in a bag with other currency.  If you have more than $10 in 
coin, it will need to go in its own bag with it’s own deposit slip.  No more than $50 in coin can be 
placed in a bag of its own. 

 
 

If you double bag, make sure the bag number used on your EOP    
Deposit Reference is the bag number showing on the OUTSIDE.   

The inside bag number is not needed on any of your reports, as the      
armored car service will only scan and track the outside bag number. 

C    ... 

NOTE:  Deposit bags may be ordered from MDC at no cost; the order number is 7500610HD.   

Although there is no cost to you for any of these bags, there is a cost to the District, so please do not 
order more than you need!   

 $184.00 

9-24-20 

If you have a lot of coin you may want to double bag your deposit if 
you are using a light weight bag, or use a heavy duty deposit bag (if 
you have them on hand). The light weight bags are strong, but will 
break if they get too heavy.   
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Completing Your Deposit 
Place the  deposit slip on top of the money inside the bank bag. 
 
Lay the bag flat and try to remove as much air as possible. Seal  
the clear bank bag by    adhesive strip away from  
the blue tape.  Press down the tamper resistant blue tape to seal  
the bag.  Remove the clear tab from the top of the bag to keep with  
your reports.   
 
 

 
 
 
 

 
   

  
 
 
 
 
 
 
 
 
 
 
 
 
H  S  have daily armored car service directly from the bookstore.  All deposit bags full of 
money must remain locked in your store safe until you take them to the bookstore and release them 
for armored car pickup.   
 

Goes in the Clear Bank Bag  

Goes to Student Activities with their Reports 

Stays at your School for your Records 

W  C  

Y  C  

P  C  
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Cash Summary Report - Overview 
 

Bookstores and Student Stores must complete a Cash Summary     
Report.  The Cash Summary Report is a tool used by Student Activities   

  to balance your transactions by week or a given period of time.  It 

breaks your daily sales out by fund and tender type.  It correlates with 

the annual CASH SUMMARY SCHEDULE.  The Cash Summary 
Schedule can be found on the Student Activities website under Forms, 

then Bookstore/Student Stores. 

 
 

For each day an EOP is completed, the Cash Summary Report must   

        also be completed.  This form is a fillable Excel spreadsheet, submitted in         
accordance with the Cash Summary Schedule.  You will use your Revenue by Tender, Revenue 

Summary by Account, and Tender Summary reports, as well as your deposit slips to complete this 

form.  It is recommended that you complete this report each day after you complete your EOP.    
R     /        .  

Please follow the Cash Summary Schedule. 

 
 

The Cash Summary Report, along with all supporting InTouch reports, must be received in Student 

Activities no later than Wednesday of the following week.  Cash Summary Reports can not cross 
weeks or months.  I       ,       ,  EOP 

        C  S  R        

.  As a result, some weeks may have two Cash Summaries. 

 
 

 

C    ... 

 

Last day     
of the 
Month, EOP 
Needed 

Cash   
Summary 
Reports 
Due 

This week would have two 
Cash Summaries.  Both 
would be due on the 8th. 

This week would have one 
Cash Summary, due to   
Student Activities on the 
15th. 

Last day     
of the   
Week, EOP 

Last day     
of the   
Week, EOP 
Needed 

Cash   
Summary 
Report 
Due 

 

 

 



 37 

Completing the Cash Summary Report 

Save a copy of the fillable Cash Summary Report to your computer, so you can rename it each week 

and have a copy saved to your computer in case you need to reference it.  Have your Revenue by 
Tender, Revenue Summary by Account and Tender Summary reports handy as well as your copy of 

the deposit slips. 

The following instructions break down the Cash Summary Report into Sections.  Each numbered 
instruction corresponds with the numbered sample report on page 53. 

A : 
Information for the top section of this report comes from your R  S   A  and 

T  S  reports. 

To start, enter Monday’s date in the first box designated for dates.  The dates will auto-fill for the rest 

of the week. R  MUST       . 

1. Enter the G  T  found on the R  S   A  report.

2. Enter the total of “O ” tender transactions found on the T  S  report.

The Excel form will automatically deduct the “Other” sales from the total sales on Line 1. 

This will equal the amount that must go to the bank. 

3. Enter the T  C  F  that is in your safe.

This will give you the total amount of money that you are accountable for at this time. 

C    ... 

Each item below is numbered with the corresponding 

line on the Cash Summary Report found on page 40: 
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Completing the Cash Summary Report 
A  F : 

The numbers in this section are taken directly from the    and the R      

T  report for AUXILIARY FUNDS - FUND 6 

 

  4.  Enter the Currency (dollar bills) written on your Auxiliary Cash Vault Deposit Slip. 

  5.  Enter the Coin amount written on your Auxiliary Cash Vault Deposit Slip. 

  6.  Enter the total amount for Checks from the Revenue by Tender report. 

  7.  Enter the total amount for Auxiliary (Fund 6) Credit Cards found on the Revenue by Tender      

       Report (most student stores do not accept credit cards). 

 The Excel form will automatically add all Auxiliary Tender Types together to show the total  
            Auxiliary Deposits. 

  8.  This line is only used if the wrong amount was sent to the bank.  This does not include any 

       overages/shortages that were discovered during the EOP process in InTouch, but rather  

       overages/shortages discovered AFTER you completed the EOP process in InTouch.  
 

D  F :  S  S     D  F  - S  T  

The numbers in this section are taken directly from the    and the R      

T  report for DISTRICT FUNDS - FUND 5 

 

  9.  Enter the Currency (dollar bills) written on your District Cash Vault Deposit Slip. 

10.  Enter the Coin amount written on your District Cash Vault Deposit Slip. 

11.  Enter the total amount for Checks from the Revenue by Tender report. 

12.  Enter the total amount for District (Fund 5) Credit Cards found on the Revenue by Tender report. 

 The Excel form will automatically add all District tender types together to show the total for 
            District Deposits. 
 

 

** There is not a DISTRICT Over/Under Line, as the District account  
     must have the exact amount declared, deposited.  If an overage or  
     shortage is discovered after the EOP is complete, the overage/shortage   
     amount must be reflected in the Auxiliary or Student Funds  
     deposit bag. ** 
 

 

C    ... 
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Completing the Cash Summary Report 
S  F : 

The numbers in this section are taken directly from the    and the R      

T  report for STUDENT FUNDS - FUND 8 

 

13.  Enter the Currency (paper money) written on your Student Activities Cash Vault Deposit Slip. 

14.  Enter the Coin amount written on your Student Activities Cash Vault Deposit Slip. 

15.  Enter the total amount for Checks from the Revenue by Tender report. 

16. Enter the total amount for Student Funds (Fund 8) Credit Cards found on the Revenue by Tender    

report (most student stores do not accept credit cards). 

 The Excel form will automatically add all Student Fund Tender Types together to show the  
            total Student Funds Deposits. 

17.  This line is only used if the wrong amount was sent to the bank.  This does not include any 
       overages/shortages that were discovered during the EOP process in InTouch, but rather  

       overages/shortages discovered AFTER you completed the EOP process in InTouch. 

18.  Add your signature to all printed copies. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

S   S  A : 

· 3 copies of the Cash Summary Report - printed on white paper -      

· 1 copy of the Revenue Summary by Account Report    an EOP was completed 

· 1 copy of the Tender Summary Report    an EOP was completed 

· 1 copy of the Revenue Summary by Account Report   M  - F  of the current 
Cash Summary week 

· 1 copy of the Tender Summary Report   M  - F  of the current Cash              
Summary week 

· Original bookstore receipts, gift certificates/ coupons, etc.      
      received as “Other Tender” (keep copies for your records) 

· All of the yellow deposit slips from each fund for each daily  
      Deposit 

· Written explanation(s) of any overages or shortages of $10  
      or more signed by you and your admin. 

P  MUST    S  A   

  W . 
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Completing the Cash Summary Report 

BOOKSTORE/ STUDENT STORE CASH SUMMARY REPORT 

Westwood Student Store 272 41 
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Cash Summary Report Recap 

 

K    R  

· One copy of your Revenue Summary by Account report for each day an EOP was performed 

· One copy of your Revenue Summary by Account report for the Cash Summary week 

· One copy of your Tender Summary Report for each day an EOP was performed 

· One copy of your Tender Summary Report for the Cash Summary week 

· The pink deposit slip from each fund for each daily deposit 

· The clear strip from the top of each deposit bag 

· One signed copy of your Cash Summary Report  

· Copies of all bookstore receipts, gift certificates/ coupons, etc. received as “Other Tender”   

· A copy of all signed, written explanations for any overages/shortages of $10 or more for the     
current Cash Summary week 

 

 

S   S  A : 

· 3 copies of the Cash Summary Report - printed on white paper -      

· 1 copy of the Revenue Summary by Account Report for each day an EOP was completed 

· 1 copy of the Tender Summary Report for each day an EOP was completed 

· 1 copy of the Revenue Summary by Account Report ran from Monday - Friday of the current Cash 
Summary week 

· 1 copy of the Tender Summary Report ran from Monday - Friday of the current Cash Summary 
week 

· Original bookstore receipts, gift certificates/ coupons, etc. received as “Other Tender”  (keep copies 
for your records) 

· All of the yellow deposit slips from each fund for each daily deposit 

· Written explanation for any overages /shortages of $10 or more signed by you and your Admin for 
the current Cash Summary week 
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Types of Purchase Req’s/ Purchase Orders 
 

P  R  

A         P  O   C  E .  The 

first step in acquiring a Purchase Order or Cash Envelope, is to fill out a Student Activities Requisition 
Form (commonly referred to as a “Req”).  The Student Activities Secretary on campus may have hard 

copies or you can find them online: 

  

 

  

 

There are two options:  a manual form you can print  
and complete and a computer fillable version. 

The computer fillable version is nice, because you can 

save it to your computer and edit it as needed for  
increases or for a new school year PO. 

 

The Student Activities Requisition needs to be completed and submitted to the Student Activities   
Secretary at your school. The secretary will obtain necessary administrative signatures and enter the 

req into iVisions for approval by Student Activities.  You will receive notification when a Purchase    

Order has been created from the requisition by the Purchasing department. 

 

All purchases made by Mesa Public Schools (MPS) are initiated through a Purchase Order.  A          

Purchase Order (also referred to as a PO) is a legally binding document that gives safeguards to both 

the buyer and the seller.  PO’s guarantee payment to the vendor while benefitting both parties by    
eliminating misunderstandings regarding items to be purchased, pricing, delivery, and payment terms.  

Purchases of any kind can not be made until a Purchase Order has been issued. 

C    ... 

A  V  

Every company that does business with MPS must be “approved.”  The process of becoming an      

approved vendor is handled through the Purchasing department.  Before starting the requisition       

process, make sure to verify the vendor you wish to purchase from is an approved vendor who has 

been awarded a bid through the bidding process.  Your Student Activities Secretary at your school 
can help with this.  If the vendor does not meet these criteria, you may need to acquire three bids 

(verbal or written, depending on dollar value) to justify the use of this vendor to the Purchasing        

department.  The Purchasing department may have other approved vendors that you can use if you 
do not want to execute the bid process. 

 

If a vendor does not accept a PO, you can create a Purchase Req to request a Cash Envelope.  See 
pages 34-35 and the example on p. 38. 
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Types of Purchase Req’s/ Purchase Orders 
 

B  P  O  

Most student store requisitions are for Blanket PO’s.  A Blanket PO allows you to make ongoing      

purchases from a vendor where items are purchased frequently.  A Blanket PO is more “generic” in 
terms.  Instead of listing  individual items to be purchased, a Blanket PO allows you to name an item 

category, such as Resale or Non-Resale items.  Blanket PO’s may be used until the funds requested 

are depleted or a specified timeframe has expired (typically the end of the school year).  Be sure to 
accurately track the dollar amounts spent on each Purchase Order.  When funds become low, you 

may request additional funds be added to a Blanket PO.  Capital expense items are never to be      

purchased on a Blanket PO; they must be placed on a Line Item PO.  The same is trues for cleaning 

supplies and paint, because they are heavily regulated.  Any cleaning supplies or paint not provided 
by the school’s janitorial staff, must be individually listed on a Line Item PO.  See example p. 45. 

 

L  I  P  O  
A Line Item Purchase Order is a very specific PO.  It details on the requisition what item(s) will be   
purchased.  The same Student Activities Requisition Form is used to initiate a Blanket PO and a Line 

Item PO.  Any item not listed on the requisition, and/or not approved by the Student Activities or     

Purchasing Departments, can not be purchased with the Line Item PO.   
 

Resale and non-resale items cannot be purchased from the same PO.  Office supplies, cleaning      
supplies and capital item expenditures need to be placed on separate PO’s.  See example p. 46. 

 

C  E  

Another way to make purchases is with a cash envelope.  A cash envelope is a check issued to a   

person for them to cash, and shop with.  You request a cash envelope with the same Student           

Activities Requisition Form you use to request a PO.  The requisition would be completed just as you 
would for a Blanket PO, with the exception of checking the box in front of Cash Envelope instead of 

Purchase Order, and listing the name of the person who will be cashing the check, as the vendor. 

 
A cash envelope is used when you need to shop at a business that does not accept PO’s.  Cash     

envelopes can not be used for cleaning supplies, paint or capital expenditures.  Purchases should not 

be made before the check is issued, or prior approval is obtained.  Items for resale and items to be 

used in the store can not be purchased with the same cash envelope.  Original receipts from each   
purchase must be kept and turned in when the 

cash envelope has been expended.  Any unused 

cash needs to be redeposited back in to your     
student store account by the bookstore.  The 

bookstore receipt, when added to your purchase 

receipts, must total the amount of the check issued 
to you.   

 

C    ... 
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Types of Purchase Req’s/ Purchase Orders 
 

C  E  … 

When you are ready to return your cash envelope and all its supporting documentation, tape all the 
receipts to pieces of 8-1/2 x 11” standard white paper.  (Multiple receipts may be taped per page.  
Long receipts may also be cut into several pieces, if necessary, to fit them on a sheet of paper.)  Fold 
and insert all these sheets, along with the bookstore receipt from the unused funds, into the cash    
envelope.  Complete and sign the envelope, then return it to your Student Activities Secretary.  A new 
cash envelope may be requested at the same time the old one is returned.  See example p. 47. 
 

C  E  

Capital expenditures are long term business assets.  These      
include items such as computers, printers, microwaves or other 

costly items that are non-consumable.  Capital expenditures     

require a Line Item PO.  Information such as the make, model, 
dimensions, cost and other information you can supply will assist 

in processing your request.  Capital expenditure items that cost 

$500 or more will need to be inventoried with a barcode from District when received.   
 
A - -F  

Do not purchase any items prior to receiving an approved purchase order and/or cash envelope. This 
is the most important rule to remember when purchasing items with school funds.  Making purchases  

before you have a PO is prohibited, and is called an After-The-Fact purchase.  You could be liable for           

merchandise that was purchased or received before the purchase order or cash envelope acceptance 

date.  As per District policy dated 04/14/09, “In accordance with state laws, rules, regulations, and  
Mesa Public Schools Governing Board policies, all purchases of materials, services, and construction 

must have a Purchase Order  the item is ordered, purchased, or services 

have begun.  Obtaining a Purchase Order after the fact is strictly prohibited.”  
 

After-The-Facts are strongly frowned upon, as they go against the Governing 
Board policies.  It can be extremely time consuming, laborious, and embarrassing 
to both you and your school.  If a Purchase Order, After-The-Fact is not granted, 
you will be held personally responsible for those purchases.  In short, be sure you 
have a Purchase Order or cash envelope in hand, before buying or receiving any 
products for your school! 
 

 

 

 

 

P  N : Your signature is required on the Club Sponsor/Advisor line near the bottom of the 

requisition.  You must also initial the lines beneath your signature verifying your purchase is compliant, 
and that you have not made any purchases or placed any orders prior to the approval of your           

purchase order. 

E   C  S  A   
R  F    F   P  45-47 
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Example: Requisition for a Blanket PO 
 

 

Susie Jones 

S J 

S J 

S J 

Carolyn Linde 
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Example: Requisition for a Line Item PO 
 



 47 

Example: Requisition for a Cash Envelope 
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Submitting Invoices for Payment 
Vendors will provide you with an invoice after goods have been delivered, or services performed.   

Invoices need to be submitted for payment once a week.  (The exception to this would be purchases 
made from a cash envelope which are submitted in their entirety when you are finished with the cash 

envelope.)  At some schools, invoices are sent directly to their Student Activities Specialist.  Other 

schools ask that invoices be handed to the Student Activities Secretary who may log and/or record 

them before submitting them to your Student Activities Specialist.  In either case, before submitting 
your invoices, make sure to: 

· Make sure the correct PO Number is on the invoice 

· Write “OK to Pay”, sign your name and date it 

· Make and keep a photocopy for yourself 

· Notate on the invoice any discrepancies, including items 
needing credit for your reference 

· Track the remaining balance of each purchase order 

 

Invoices will not be paid without your signature.  Your signature verifies the receipt of the merchandise 
and authorizes payment.  Invoices with missing signatures are faxed back to the school requesting a    

signature which delays payment to the vendor.   

 

Payments are only made from actual vendor invoices.  Do not   

submit packing slips in lieu of actual invoices or receipts, as      

payment cannot be made from these. 

 

It is the responsibility of the Student Store Manager to track and file 

all invoices.  Filing invoices by vendor name is a quick and easy 

way to stay organized.  File a copy of the original Purchase Order 
along with their invoices.  This will help you keep a running total of 

dollars spent from each vendor’s Purchase Order, and will allow 

you to know when a Purchase Order is becoming low on funds and 
may need to be increased.     

 

Notating discrepancies on the invoice will help you remember to be 
on the lookout for incoming Credit Invoices.  Invoices must still be 

submitted within a week of receiving the merchandise even if the 

credit memo has not yet been received.  Credit invoices may take  

2 – 4 weeks to process, so do not hold the original receipt while  
waiting for the credit to arrive.  Contact the vendor to check on any 

late or delinquent credits.   

 
                                                        C    ... 
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Submitting Invoices for Payment 
N      T  A  D    .  

Student Activities will never pay a partial invoice; they will only pay the full 
amount.  Submit credit invoices when they are received along with your 

other invoices for the week.  Chances are you won’t have the credit        

invoices in time to apply to their original invoice, but Student Activities will 

apply them to future payments and make sure your account is credited.   

 

Failure to pay a vendor in a timely fashion may cause your account, and any subsequent ordering, to 

be put on hold.  This causes a lot of extra work for your Student Activities Specialists.  All these      
complications can easily be avoided by submitting all your invoices on a weekly basis. 

 

When entering merchandise from your order that was        
received, enter only the items that were actually received 

from each vendor.  S      

   NOT             

S  S  M  I  R       
.  Notate on your invoice when an issue occurs.  

This will help remind you which items were not received 

into inventory and why.  Periodic inventory audits occur, 
and failure to notate why items have not been entered may 

appear as though you have understated your inventory.  
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New School Year Responsibilities 
M  S  PO’    P  
If purchase req’s were not submitted at the end of the prior school year, immediately submit purchase 
req’s for your food and beverage vendors to avoid delays in receiving merchandise & opening your 
store.   
 
O  P  R  
Besides reqs needed for food and beverage purchases, you also  
need to submit a req for Maricopa County to renew your operating 
permit.  You should expect to receive an invoice in early October.  
Having the PO established will allow for prompt payment of your     
operating permit; avoiding late fees.  You may establish your PO  
for more money than expected, to allow for unforeseen cost  
increases. 
 

 
 
 
 
 

 
 
 

C  U  I T  F  

Before ringing in the first sale of the new school year, it’s a good idea to clean up the files in InTouch.  

This would include: 

· Removing/ inactivating items no longer used.** 

· Re-pricing items that have had a price increase since the  

      last school year. 

· Removing items linked to vendors and reentering them with  

      their new case & price information from new invoices 

· Reorganizing the Buttons on the Terminal by deleting old  

      items and adding new ones. 

· Re-categorizing Items. 

 

These steps take time, however it is much easier to organize your InTouch SKUs and information at 

the start of the year rather than waiting until it becomes a necessity.  Keeping your InTouch files      
organized and up to date will help maximize your efficiency by eliminating long lists of products that 

must be sorted through to locate an item.  Another benefit is the reduction of errors.  The presence of 

lots of inactive SKU’s can cause major inventory control problems if shipments are placed with the 
wrong item number.  

C    ... 
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New School Year Responsibilities 
C  U  I T  F  ... 

Maintenance of InTouch files is an ongoing responsibility throughout 

the school year.  All items bulleted above should be performed  

periodically throughout the school year, with the  exception of bullet 

#1!  Once school has started, items that are linked to vendors  
 .  You may temporarily “remove” an item if you are going 

to re-link that item back to the vendor with new sales information 

such as a new cost or case pricing.  However, failure to re-link an 
item after the school year has begun, may cause loss of data on  

various  reports.  This is why it is so important to clean up InTouch  

files prior to school starting.   
 

**  Permanently removing an item from a vendor and inactivating the item can only be done if no sales 

have taken place for that item.  This should  only be done before the school year has begun.   

 
If you tested a new item, but sales weren’t as strong as you desired, you 

can discontinue the item, and inactivate it so it does not show up in your  

inventory, but it must stay linked to the vendor so the item’s sales infor-
mation will still print on sales reports. 

 

 
 
P   D  M  

One of the greatest sales tools of any business is appropriate merchandising of the products.  The  
student store manager will need to neatly arrange and display the store’s products in a way that is  
visually appealing to the customer.  Items also need to be priced.  Signage that is easy to read and 
understand will help cut down on the confusion that often arises, especially during the first few days of 
school.   
 
Mesa Public Schools Student Stores are broken into two different store configurations.  Some student 
stores allow the customers direct access to the food and drinks.  Other stores are aligned with all   
products “behind the counter.”  The size and layout of the store may dictate which system works best.  
Regardless of which system is used, both have advantages and disadvantages.   
 
Student stores that allow kids to handle merchandise are more prone to theft issues.  However, these 
stores correlate with higher sales.  Studies have shown when individuals are allowed to physically 
touch products, they are more apt to buy them, thus increasing sales.  These stores often have better 
luck with trying new items, as the student’s ability to “touch ‘n feel” the items tend to lure them into   
trying and purchasing it.   
 

 

C    ... 
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New School Year Responsibilities 
P   D  M  ... 

Student stores that display their merchandise behind the counter have employees deemed as 
“runners.”  Customers choose their products, while a runner pulls the items from the shelf and takes it 
to the check out area.  This method implicates an extremely tight control on theft and is successful 
when a lot of student workers are available during selling times.   
 
Regardless of store configuration, products should all follow the First-In-First-Out (FIFO) rule.  When 
consumable products are received, the boxes that contain them should be dated before they are put 
away.  Staff should always restock products with the closest expiration date first, and reload from the 
back of the shelf.  This allows the oldest products already on the shelf, to sell first. 
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1.  Sign into S  S  M  

2.  Click on the I  button 

3.  Click on V  

4.  Locate the vendor using the V  dropdown menu 

 

 

 

 

 

 

 

 

 

 

5. Locate and click on the item from the inventory that needs to be removed 

  
6.   Click R  

      

C    ... 

Removing/ Inactivating an Item from a Vendor 

IMPORTANT! 

Items can only be 
permanently         
removed from a   
vendor before the 
new school year 
starts. 

Removing an item 
from the vendor and 
then inactivating it 
can only be done if 
there has not been 
any sales for that 
item. 

O      NO       . 
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 7.  Log into I T  M  

 8.  Click on A  S  

 9.  Click on I  S  

10. Use the dropdown menu to search by I  # or D , then type the information in the  
      search field to locate the item: 

 

 

 

 

 

11. Click the item to select it.  The item’s information will be displayed at the bottom.  Uncheck the  
      A  box to inactivate the item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Click S . 
 

Removing/ Inactivating an Item from a Vendor 
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N :  When receiving merchandise, if you find yourself manually changing the cost of certain items 

with every shipment, follow these steps to update the vendor information to make receiving the    
merchandise more efficient and accurate: 

1.  Sign into S  S  M  

2.  Click on the I  button 

3.  Click on V  

4.  Locate the vendor using the V  dropdown menu 

 

 

 

 

 

 

 

 

 

 

 

5. Use the scroll bar to 

      locate the item from  

      your inventory that  
      needs editing (right  

      side of screen).   

      Click on it to  
      select it. 

 

6.  Click the R  

     button 

Changing Incorrect Cost Per Case When 
Item is Linked to a Vendor 

 

C   
 ... 
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7. Type in a descriptive word into  the A /

E  I  box.  When the item  
      populates on the left, click on it to select it.   

 

 

 

 

 

 

Changing Incorrect Cost Per Case When 
Item is Linked to a Vendor 

 

8. The selected item will display in 

the Item Information tab at the 
bottom of your screen. 

The item is now re-linked to your vendor with the new information. 

 

** Please note that items R  from a V  L  must be re-entered with new information  

    and saved back into the V  L .  The only time items may be permanently removed from  

    a list is at the beginning of a school year, before any data for new school year sales has been  

    entered from invoices.  Failure to relink an item may cause the loss of data.** 

9. Enter the  U  P  C   

      and the C  P  C  
      then click S  
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1.  Sign into InTouch Manager 

2.  Click on A  S  

3.  Click on I  S  

4.  From the drop down menu, select A  

 

 
 

 

 
 

5.  Place your cursor in the I  box and scan the item.  The barcode will populate along with the  

     I  # and D :   

 

 

 

 

 

 

 
6.  If you do not have a barcode, from the drop down menu, change I  # to D ,  

     then type a descriptive word in the Items box. 

 

 

 

 

 

 

 

 

 

 

Changing the Price of Existing Item 

 

C    ... 
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Changing the Price of Existing Item 

 

7. Click on the item when  

      located.  The item  
      information should  

      be displayed in the  

      G   below. 

8. Highlight the P  by 

using your cursor.   
      Use your backspace  

      key to remove the  

      old price.  Type in the  

      new price.  Then click  
      S . 

9. Verify that the entry was correctly  

      executed by scanning the item into  
      InTouch Terminal.   

 

      The item should  

      scan and display the new price. 
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  1.  Sign into InTouch Manager 

  2.  Click on the A  S  button 

  3.  Click on I  S  

  4.  From the dropdown menu that says A ,  

       select A  

 

  5.  Place your cursor in the I  box.  If you   

       know the old barcode, enter or scan it into  

       the I  box.   
 

 

 

 

6.  If you don’t know the old barcode, look up the item based on description.   

     Using the dropdown menu, change I  # to D . 

 
  7.  Type in key description words to try to narrow the list of items. 

  8.  Click on the item when located. 

 
 

 

 
  9.  The item information should be displayed      

        in the G  T  below. 

 

10.  Highlight the I  N  using your  
       cursor. 

 
11.  Scan the new barcode into the system for  
       best accuracy.  If you manually key it in, 

       be sure to enter all 12 digits (needed in 

       most cases).  Verify the item is active by clicking the A  box if not already done.  Click S . 
 

Verify the item was correctly entered by scanning the item in terminal (as if you were selling it to a 

customer). The item will display if entered correctly.  You will need to use the button associated with 

this item to sell any remaining product with the old barcode, as it will no longer scan. 

Changing a Manufacturer’s Barcode 
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1.  Log into S  S  M  

 

2.  Click the I  button 

 

3.  Click on V  

 

4.  Click on V  D  and     

     enter the vendor’s  
     information.   

 

 
5.  Click the A  Box 

 

6.  Click S  

 

 

 

 

Setting Up a New Vendor 

N :   the Vendor Information is for you to reference if needed.  You may not have, or need all of  

             the vendor information.  You will want to type in the vendor name, your contact person’s  
             name, phone number, and email address for vendors who require a PO and provide a  

             delivery service to you.  Vendors such as Fry’s, do not require any additional information  

             because they will not deliver any products to your store.  You will shop there with a Cash  
             Envelope. 
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1.  Log into I T  M  

2.  Click the A  S  button 

3.  Click on A  C  

4. Under A  S , make sure S  or  
      S  O  is selected 

 

 

5.  Enter a product Description and Department (these should be the same).    

 

 

 

 

 

 

 

 

 

 

6.  Click in the box under A , then click S . 

Creating New Account Codes 

W     D ?  The C  column allows you to define items 

within your Departments.  The example below defines beverages by the type of beverage. 
The Department is Beverages, use a dash for the Separator (required), and the Category is 

the type of beverage.  Some student stores define their Departments by vendor. 

Beverages - Sports Drinks 

Beverages - Water 

Beverages - Fruit Juice  

T       !  When asked to take inventory on beverages, you 
would have to run individual reports for each category vs. just the department.  On the flip 

side, if you are having issues with one type of beverage, you could run an isolated report. 
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Before you set up a new item, verify that the item was not previously set up.  Items may be set up, 

but inactive. 

 

1.  Log into I T  M  

2.  Click the A  S  button 

3.  Click on I  S  

4.  From the drop down menu, select A  

 

 

 
 

 

 

5. Place your cursor in the I  box, then scan 

the item you are verifying or type in the        
barcode number.  If the item is in the system,           

      it will populate. 

 

6.  If the item populates, click on it to select it.        

     It will highlight in blue. 

 

 

 

 

 

7.  If the item did not populate, but you know the item has been purchased in the past, the barcode  

     may have changed.  You can verify this by changing Item # to D  and typing in a key   

     word, such as the brand name. 

Verifying the Active Status of an Item 

 

 

C    ... 
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8.  Once you click on the item and it highlights in blue, all information associated with this item will     

     populate in the general tab below.  The A  box will indicate if the item is active or inactive.   

 

9.  If there is not a checkmark in the A  box, the item is currently not active.  If the barcode is  

     correct, click the A  box to reactivate the item, and then click S .  The item will now be  

     recognized when scanned.  If the barcode is not correct, follow the steps on Guide 6 to change  
     the barcode. 

 

Verifying the Active Status of an Item 
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1.  Log into I T  M  

2.  Click on the A  S  button 

3.  Click on I  S  

4. Place your cursor in the I  N  box located on the lower half  

      of the screen. 

5. Scan the barcode on the item if able.  If the barcode will not scan, manually enter the entire    
number.  If the item does not have a barcode, enter a brief description of the item in capital      

letters, such as BLK POLO SHIRT. 

Setting Up/Entering New Items 

C    ... 
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  6.  Select the A  C  from the dropdown menu.  Ex:  CLOTHING 

 
  7.  Enter a description of the item.  Ex:  BLACK POLO SHORT SLEEVED SHIRT.  This description  

       will automatically transfer to R  D .  Only 20 characters will populate.  Do not  

       worry about this, as the Student Store does not issue printed receipts. 

 
  8.  Enter the P  you wish to sell your item for.  Leave the I  T  box unchecked. 

 

  9.  D      Q  !!! 
 

10.  Leave T  R  as N  T  

 
11.  Click S  

 

 

 

 

 

Setting Up/Entering New Items 
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1.  Log into S  S  M  

2.  Click on the I  button 

3.  Click on V  

4. Select the vendor from the dropdown menu 

 

 

 

 

 

 

 
5.  Select the product you want to link from the box on the left side of the screen.  Find that same  
     Product in the grid on the right side of the screen and select there as well. 

 

 

 

 

 

 

 

 

 

 

6.  Enter the number of units per case:   

           If the case contains boxes of a product, multiply the number of  
           items per box by the number of boxes in the case, then enter            
           that number.   

           If you ordered boxes of a product instead of a case, enter the  
           number of item contained in the box. 

           If you ordered boxes of a product one week, and cases of the  
           same product next week:       ,        
           ,             
            . ** 

Linking Items to a Vendor 

 

 
 

 

 

C    ... 
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7.  Enter the cost per case if you ordered by the case.  Enter the cost  

     per box, if you ordered by the box.  The average cost per unit will  
     automatically calculate for you. 

 

8. Click S  

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

**  While the item is unlinked, you will also need to adjust the price per case/box.   

Linking Items to a Vendor 

 



 68 

1.  Log into InTouch Manager 

2.  Click on the A  S  button 

3.  Click on I  S  

B      ,      

 -       . 

4. Under the G  tab, place your cursor in the I  N  box  
      located on the lower half of the screen. 

 

5. Type in the name of the new I  N  

6. Type in a D .  Adjust the R  D  if desired. 

7. Click on the M  tab, and click in the M -P  I  box. 

8. Click S  

Creating a Multi-Part Item 

C    ... 
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Now that the multi-part item has been created, you must add component items. 

 
 9.   Locate and select the new multi-part item you created 

 

10.  On the M  tab, click the V /E  P  button 

C    ... 

Creating a Multi-Part Item 
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11.  In the I  P  window, use the dropdown menu under I  to add the component items. 

       You may enter an alternate price if any of the items are sold at a discount.   

12.  Click in the A  box for each item 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13.  Click S  

14. Finally, click S  on the M  tab. 

 

 

 

 

 

 

 

 

 
15.  To sell your new multi-part item, create a button and link the item for your Quick Screen. 

Creating a Multi-Part Item 
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  1.  Log into InTouch Manager. 

  2.  Click on A  S , then I  S  

  3.  From the A  dropdown menu, select A  so both A  and I  items will display. 

  4.  Type in the barcode number.  If the item comes up, click on it to select it.  Update the price  
       if necessary.  Reactivate the product if necessary.  If the items do not populate, from the  
       dropdown box, change I # to D  and type in a key word and see if the item  
       comes up with a different barcode.  If the item comes up, click on it to select it.  Highlight the  
       I  N  and then scan the new barcode into the system.  If you choose to type in the  
       new barcode, make sure you type in all 12 digits.  D      !   
       Click S . 

  5.  Log into Student Store Manager 

  6.  Click on the I  button 

  7.  Click on V  

  8.  From the S  V  dropdown box, select the vendor 

  9.  Type in an item description.  When the item populates, click on it to select it 

10.  Enter the quantity of 1 for the Units Per Case 

11.  Enter 0 for Cost Per Case 

12.  Click S  

13.  Click on the I  button, then click on R  

14.  Select N  P.O. 

15.  Select the vendor from the S  V  drop box 

16.  Find the item(s) you set up and enter the quantity received for each item you set up in the  
       R  column. 

17.  Click S  

18.  Click on the R  button 

19.  Click on R  P  O  

20.  Select the vendor you set the items up under 

21.  Click on the dropdown arrow under PO# 

22.  Scroll down and select the last number listed 

23.  Click S  R  

You will now be able to see each of the items you set up with the quantity received. 

Entering Sample Items into Inventory 
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N :  before you receive items into inventory, make sure you have set up any new items you have 
ordered and link them to the vendor. 
 

1.  Log into S  S  M  

2.  Click on the I  button  
     and then click R   

3.  Click on N  PO 

 

 

 

 

 

 

4.  Select the vendor whose merchandise has been  
     received 

 

 

5.  Enter the I  N  from the actual vendor’s invoice 

 

 

 

 

6. Locate each item in the R  column and enter the number of cases or boxes purchased for  
      each item.  In the C  column, change any price that is different from the vendor’s invoice.   
      Only the blue columns can be altered on this screen. 
 

Receiving Merchandise into Inventory - 
No Previous InTouch PO 

 

C    ... 
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7. When all items have been entered, verify that the  

      Grand Total on the bottom of the InTouch  

      screen equals the total of the Vendor’s Invoice.   

 

 

 

 

 

     If the G  T  matches, click S .   

 

 

**  E  to this include items not added into resale total:  vendor added sales tax, shipping or   

     non-resale supply items.  Notate on your receipt any variance that causes the InTouch PO to not   

     balance with the Vendor’s Invoice  ** 

 

 

 

Receiving Merchandise into Inventory - 
No Previous InTouch PO 
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N :  Creating a purchase order in InTouch is not the same as completing a purchase requisition to 

obtain a purchase order for a vender to order product.  An InTouch PO is created after you place an 

order with a vendor.  It creates a record of what you ordered, and makes receiving merchandise a 

little easier, by assigning those items a PO number.   
 

This process eliminates all of the other products carried by this vendor when it is time to receive your 

order.  When you type in the InTouch PO number, it will only bring up the items you ordered.  If you 
do not have an InTouch PO, clicking on the vendor to receive your items will bring up all items      

carried by this vendor; causing you to scroll through and find the items you ordered. 

 

 
1.  Log into InTouch S  S  M  

2.  Click on the I  button 

3.  Click on the P   

4.  Click on C  N  PO 

 

 

 
 

5.  Locate the vendor from the drop down menu.   
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

Creating a PO in InTouch When Ordering 
(Optional) 

 

  

C    ... 
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6.  All products linked to this vendor will appear alphabetically.   

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

7. Enter all quantities of merchandise from your vendor.  R ,      

      ,   .  After adding your QTY  O , click S  at the bottom of  

      your screen. 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

Creating a PO in InTouch When Ordering 
(Optional) 

 

C    ... 

# of cases or boxes, 
not individual items 
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8.  You will be assigned a purchase order number.   

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

9.  You can add items to an existing order by clicking the P  tab and selecting E   

     E  PO.  Select the vendor and the PO from their respective drop down menus. (If you  

     don’t remember the PO#, it is usually the last PO# listed under that vendor).  Enter additional  
     items and click S . 

 

 
 

 

 
 

 

 

 
 

 

Creating a PO in InTouch When Ordering 
(Optional) 

C    ... 
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1.  Log into S  S  M   

2.  Click on I  

3.  Click on Receiving 

4.  Because an InTouch PO has already been established, click on 

     E  PO.  Select the V , then select the PO number from  

     their respective drop down menus. 

 

 

 

 

 

5.  Enter the cases of each item received, verifying that the items ordered match the items  
     received.  In the instance where a vendor does not ship all products, enter what is actually  

     received from the vendor. 

 

 

 

 

 

 

6. Pricing may vary.  Adjust any prices that differ from what is displayed on the vendor’s invoice.   

 
7. Double check your accuracy by verifying that the G  T  at the bottom of your screen is  

      the same as the total on the vendor’s invoice. 

 

8.  When you are sure that all case pricing and  
     cases received have been accurately entered  

     into the Receiving Module, click S . 

 
**  P  N  - You can not go back into this PO after receiving and clicking Save.  E     

        “C  I  PO”,       PO,   NOT 

             .  Backordered items will need to be added to the  
     next InTouch PO you create. ** 

Receiving Merchandise with an Existing 
InTouch P.O. 
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N :  Before you can create a button for an item, you need to make sure   

             you have set the item up in A  S / I  S . 
 

1.  Log into I T  M  

2.  Click on the F  button 

3.  Click B  E  

4. To create a new button on Layer 1, click N  in the top right corner of the  

      screen. 

      
 

 

 
 

 

5. A B  P  box will appear, as well as a blank blue button on Layer 1.  This button 
can be repositioned on Layer 1 when you are done creating the button. 

 

Creating a New Button, Layer 1 

C    ... 
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  6.  Click B  to change the color and/ or shape of your button.  Click on the desired look, then  

       click O . 
 

 

 

 
 

 

 
 

 

 
 

 

  7.  In the L  box, type the name of your new button.   

       Change the Font, Font Size and Font Color if desired. 

 

  8.  Use the F  dropdown menu to select if this  

       button will:  S  I  or G  T  L  

 

 

 

  9.  If selling an item, use the S  I  dropdown menu    

       to select the item you are linking the button to 

 

10.  Click O  

 

11.  Left click and drag the new button to the desired location  

       on your screen 

12.  Click S  

13.  To save the new button on Terminal 1 and Terminal 2, 

       click on F  in the upper left hand corner of the screen  

       and select C  
 

Creating a New Button, Layer 1 

C    ... 
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The Source Terminal defaults to Terminal 1.  Changes should be made through Terminal 1 unless 

you change this when you enter the Button Editor.  The Destination Terminal(s) are where the 

Source Terminal will be copied to.  This should always be Terminal 2 only.  The Source Terminal and 

the Destination Terminal will be highlighted in blue. 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

14.  Click S  

 
15.  When the C  appears,  

       click Y  if correct 

Creating a New Button, Layer 1 
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N :  Before you can create a button for an item, you need to make sure you have set the item up  

             in A  S / I  S . 
 

1.  Log into I T  M  

2.  Click on the F  button 

3.  Click B  E  

4. Double click on the button that represents the C  where the       

new button will be created: 

 
 

 

 
5. Information about this button will be displayed under    

F  in the B  P .  G  T  L  

states that when you click this button, no sale will occur.  

Instead, it will send you to the layer listed below it on the 
G  T  L  drop menu.  

 

 
 

 

 
6.  The next steps will be performed on this new  

      layer.  To access this new layer, use the main  

      layer drop down menu located near the top center of  

      the screen, next to the Terminal #.  Use the drop down  
      menu to locate the desired layer. 

 

 

Adding a Button to a Category 

 

C    ... 
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7.  Once on the desired layer, click N  at the top right corner of the screen. 

 

 

 
 

 

 
      A B  P  box will appear, as well as a blank blue button on Layer 1.  This button  
      can be repositioned on Layer 1 when you are done creating the button. 

 

  8.  In the L  box, type the name of your new button 

  9.  Change the Font, Size of Font and Color of Font if        

       desired 

10. Use the F  dropdown menu and select             
      S  I    

11.  Use the drop down menu next to S  I  to select  

       the item you are linking the button to 

12.  Click O  

13.  Left click and drag the new button to the desired  

       location on your screen 

14.  Click S  

15. To save the new button on Terminal 1 and  

      Terminal 2, click on F  in the upper left hand  

      corner of the screen, then select C  
 

 

 
 

 

 

 
 

Adding a Button to a Category 

C    ... 
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The Source Terminal defaults to Terminal 1.  Changes should be made through Terminal 1 unless 

you change this when you enter the Button Editor.  The Destination Terminal(s) are where the 

Source Terminal will be copied to.  This should always be Terminal 2 only.  The Source Terminal and 

the Destination Terminal will be highlighted in blue. 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

16.  Click S  

 
17.  When the Caution appears,  

       click Y  if correct 

Adding a Button to a Category 
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G  E  T  

The Student Store Manager is responsible for staffing.  Students are not financially compensated for 

working in the student store. Some schools have students assigned to them during scheduled class 

times.  Students can enroll in a class called “Student Store/BE54” or seniors with sufficient credits 

can sign up to be a “Student Assistant.” Most of these placements must come through the counseling 
department.  At schools where there is an active DECA program, the teachers presiding over the   

DECA and marketing classes can help supply students to work in the store; this gives the marketing 

and DECA students hands on business experience in a live,  
retail environment.  Positions in the store that are not filled 

through class enrollment can then be offered to individuals on   

a volunteer basis.  On most campuses, trained volunteers are 
needed during the school’s lunch period(s). 

 

Staffing the student store with competent workers is important. Some essential characteristics to look 

for are: 
 ~ Maturity 

 ~ Efficient in Math 

 ~ Friendly Disposition 
 ~ Trustworthiness 

 ~ Reliability 
 

Maturity is important; offer the available volunteer positions to students who are in grades 10 - 12.  

These students have frequented the store in past years, so they are familiar with the business      
process from a customer’s perspective.  9th grade students need a bit more time to develop their  

assertiveness and comfort level when dealing with upper 

classmen.  The older students will prove to be better 

workers, plus many are looking to gain experience     
necessary to finding an outside job.  Offer to be a        

reference for your good workers, but make sure they ask 

before putting your name and contact information on a 
job application. 

 

The student stores can be a very busy place during    
certain hours of the day, so students who are good in 

math are a great asset to have working the cash registers.  When interviewing students, see how  

efficient they are with their math skills by giving them a few verbal or written math/money questions. 

Since the InTouch Terminal “Quick Cash” function does not include all possible cash denominations, 
having students who can do mental math quickly will eliminate possible frustrations from both       

customers and employees.  Simple questions, such as, “If the total is $2.25, and the customer gives 

you $10.00, what would their change back be?” will give you a quick understanding of how ready and 
proficient a student will be with handling cash transactions.  

Staffing the Student Store 

C    ... 



 85 

A friendly disposition is needed to maintain good customer relations.  It is  

also a life lesson that students will need to know to be successful at any job.  
Being kind and courteous to every customer is a general rule of thumb in 

any business.  Store Managers need to set the standards for their store by 

always setting a good example.    

 
Trust must be present with each worker, especially when the job entails 

working around money.  Establish a set of guidelines that you cover with 

each student at the start of their employment.  Have the students initial or sign off on each item that 
you discuss. (See sample “Employee Rules and Guidelines” sheet on p. 41).  Theft of merchandise 

or money is not tolerated.  Make sure that each employee knows that with any theft violation, they 

will no longer be able to work in the store, and they will have to deal with: school security, the school   
administration and possible police involvement.   

 

Since the student store is emulating a real world work experience, reliability is paramount to their 

success.  The bulk of their grade should be compiled from attendance.  90% attendance is usually 
needed for a passing grade of A, B, C or D.  Employers are not going to keep any worker who is   

habitually late or absent, so the student store should not be any different.  Make sure students know 

that the number one question potential employers ask when calling you for a reference is, “How     
reliable/dependable is this student?”   

 

 

I T  U  A  

Students who are trained to use the registers, will need to complete a New User Request Form, and 

be set up as a User through InTouch Manager.  Work zones are determined by the description of job     
duties listed on the New User Request Form.  The Zone for all student workers will be Cashier.    

Students no longer working in the student store should be inactivated as soon as possible.  A copy of 

the New User Agreement form can be seen on page 39.  Copies of completed forms need to be sent 
to your Student Activities Specialist.  Originals should be filed along with the signed Employee Rules 

and Guidelines for your site. 

 
Forms can be printed from the Student Activities  

website under Forms.   

 

 

Staffing the Student Store 

C    ... 
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T  S  W  

Based on the size and needs of each school’s store, the Student Store Manager can determine how 

many workers are needed for A-hour, passing periods, and lunches.  It is the job of the Student Store 

Manager to train and manage the workers throughout the course of each day.  As the manager of the 

store, your job is to model good work habits and develop the student’s skills in a variety of basic job 
functions.  Workers who master more simple tasks, and prove to be trustworthy, can be assigned 

more challenging assignments.  Here is a sample flow of jobs: 

 
 ~ Stock the coolers and shelves 

 ~ Clean counters, microwaves, windows & cooler doors, mop 

        floors, shake out rugs & mats 

 ~ Take trash and cardboard out to the proper garbage 

        receptacles 

 ~ Rotate merchandise & check expiration dates 

 ~ Operate the cash registers during their shift 

 ~ Perform EOP duties at end of shift 

 ~ Help with bank deposit 

 ~ Assist the store manager with ordering  
               merchandise and running reports 

 

The overall success of any business relies on its employees.  Identifying good workers, properly 
training them, and then delegating higher level of responsibilities to those who prove they can rise to 

the challenge, will help your student store to function at its best while helping you moderate your   

workload efficiently. 

 
 

T  E  

As the manager of the student store, you have the right to request the removal of student workers 

from any class period.  Managers should not constantly worry about the trustworthiness of a          

student, put up with continual no shows, or displays of disrespectfulness.  Students who don’t put 
forth effort, or need constant supervision after ample instruction and time to learn, are probably not 

ready to take on the responsibilities of a job.  Keep good notes on student performance, and notate 

any issues you are continually addressing.  Students in the BE54 Student Store class require a grade 

from you.  Having the ability to substantiate the reasons behind a particular grade are important.   
Issues and/or concerns over a student’s work habits can be addressed to the DECA/Marketing 

teacher, counselor or the administrative staff member who oversees the student store.  Students who 

volunteer in the student store may simply be informed that their services are no longer needed.   

Staffing the Student Store 
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The following is a sample list of employee rules and guidelines that should be discussed and 

acknowledged by Student Store employees.  Expectations should be typed up in the form of a     
contract, discussed with each employee individually, and signed by both the employee and the     

Student Store Manager:   

 

When assigned to a cash register, student workers may ONLY work at their assigned register.  
No register hopping or working on other registers UNLESS specifically asked to do so by the  

          manager. 

 
Student workers are NOT allowed to ring up their own purchases.  They must have another 

employee ring up their transaction.  NO EXCEPTIONS! 

 
Student workers are not allowed to make their own change or exchange currency for        

themselves. 

 

The Student Store does not tolerate theft of money or merchandise.  This will result in          
immediate termination and possible suspension and police involvement.   

 

Any Student Store workers who witnesses the theft of money or merchandise must report it in 
a timely manner. 

 

It is the responsibility of the employee to communicate their upcoming absences and/or    
schedule conflicts with the Student Store Manager.  Three (3) no-shows will result in    

          termination.   

 

Friends of employees may not loiter in the store while the employee is working.  Please do not 
encourage them to “hang around” during your work hours. 

 

Student Store employees are expected to be helpful and courteous to customers at all times. 
 

 

           I, ________________________________ understand the rules and expectations of working  

           in the ____________ Student Store.  I will adhere to these rules and perform to the best of 

           my abilities.   

 

           Student Signature:____________________________________________  Date:________ 
            

           I have discussed these expectations with the above named student employee: 

 
           Student Store Manager:________________________________________  Date:________ 

 

Student Store Employee Guidelines 
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1.  Log into I T  M  

2. Click the M  button 

 

 

 

 

 

 

 

 

 

 

3.  Click U  

4.  Uncheck the A  box after each employee’s name you wish to inactivate.  

 

 

 

 

 

 

 

 

 

 

5.  Click S  

Inactivating Former Employees 

 

For security reasons, students who no longer work in the Student Store must be inactivated.  This 
should be done as soon as their employment is terminated, or the beginning of the school year, when 
you add in new Users. 
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¨ Log into I T  M  

¨ Click the M  button 

¨ Then, click U  

 

 

 

 

 

 

 

 

 
¨ On the first blank line, type the student’s L  N .  Tab over and type the student’s F  

N .  

¨ From the dropdown menu under Z , select C .  

¨ Although the assigned terminal default to Terminal 1, students can change their terminal number 
once signed in to match the terminal they are assigned to for the day.  

¨ Click in the box under A  to make the student active.   

¨ Click S . 

 

 

 

 

¨ D     ’  .  Enter a password when 
prompted.  It must contain at least one capital letter and one number.  
Click S . 

Adding a New Student Employee 
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B   D  

All monies within the high school must flow through the bookstore.  Every student, 

parent, teacher or club will make their financial transactions there.  Likewise, the 

bookstore is where the daily student store deposit will be dropped off.  The 

bookstore personnel can let you know what time money is picked up at your   
school by the armored car service.  This will give you an idea of the cut off time to 

take your deposit to them. 

 

Most schools work with their bookstore to order deposit materials.  Since the  

student store and the bookstore both utilize the same deposit bags, the bookstore can order  

additional deposit bags from MDC for you when they order theirs.  Deposit books need to be  
requested directly from your Student Activities Specialist in the Student Activities Department. 

 

C   D  C  P  

Most student stores do not accept credit or debit cards as a form of payment.  

For these stores, credit card transactions must occur in the bookstore.  The 

bookstore will accept credit or debit for purchases of $10 or more, as these 
forms of payment incur transaction costs.  Individuals may pay for items in the 

bookstore then walk to student store with their receipt.  The charge made to the 

card must be for the exact amount of the purchase.  No change will be given back through the      
student store or bookstore.   

 

A     !  By exchanging the original receipt 

for the purchased merchandise, you can be sure the customer has received 
their merchandise and cannot attempt to use the receipt again.  The original 

receipt must also be sent in with your Cash Summary for the week as     

documentation of your “Other” tender.  Student store employees may walk 
customers and their merchandise to the bookstore for payment when       

feasible.  It’s nice to extend this service to parents, as they can make their 

purchases and exit the campus without having to return to the student 
store.  When this scenario occurs,          

      .  These transactions still need to be rung up in the 

student store terminal to track inventory and sales for the day.   

 

 

Relationship with the Bookstore 

 

C    ... 
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Before the student heads to the bookstore to pay with a credit or  

debit card for their purchase: 

 

1.   Scan the merchandise to relay the exact amount due to the       

      customer, then clear the sale until the customer returns from  

      the bookstore.  

 

2.   Make sure the customer knows the following: 

 ~ the original bookstore receipt is needed to complete their  
               purchase in the student store 

 ~ the receipt must reflect the exact amount owed, no change  
               can be given 

 ~     MUST     .   

               A     REPRINT       . 

 

3. When the customer returns with their original bookstore receipt, verify that the bookstore receipt 

is for the exact amount of the purchase they want to make.   

 

4.   Scan their items in to ring up the merchandise. 

 

 

 

 

 

 

 

 

 

 

5.  Click the F  S  button 

Entering Credit/Debit Sales Made in the 
Bookstore 

C    ... 

DO NOT      
   

“REPRINT.”  O      
ORIGINAL   

 . 
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6.  Click O  as your form of Tender; the text on the button will turn red 

 

7.  Click O  

 

 

 

8. A Memo prompt will appear.  Enter the Bookstore receipt number -  

      type the words “Bookstore Receipt #  (type the number)” 

 

 

 

 

 

 

 

 

 

 

 

 

9.  Click O  

 
The sale is now complete, and the transaction will be listed under O  T  R  when 

your EOP is performed.   

 

T            
C  S  R    ,     

  .  The transaction will also need to be 

listed under L  O  T  on your Cash         
Summary Report. 

 

Entering Credit/Debit Sales Made in the 
Bookstore 
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C  

The bulk of the student store’s transactions are in cash.  An occasional check or credit card purchase 
for larger ticket items may periodically occur.  The decision to take large bills, such as $20’s, $50’s, 
and even $100 bills, is purely a site based decision.  The amount of start up money in each terminal 
will affect this decision; no one wishes to deplete the currency on hand that’s needed to break normal 
sized bills.  Some schools utilize $50 as the starting change fund while others use $100.  Any extra 
funds, along with deposit monies, need to be kept in the student store safe.   
 
Counterfeiting of currency has occurred with the student stores in the past.  Teach your students how 
to view water marks on bills (especially larger denominations) to ensure their validity, as well as, 
have them bring to your attention any bill that does not 
“feel” right.  Often the first give away of a counterfeit bill  
is the inconsistency of the paper.   
 
Yellow counterfeit pens should be used on all larger bills.  
U.S. currency contains cotton fibers interwoven into the 
paper.  The counterfeit pens will not soak into the cloth 
fibers; hence, the mark will remain yellow or orange in 
color.  If the paper is counterfeit, the streak will turn dark 
brown or black. 
 
Defaced currency is often seen at schools - likely a product of bored kids doodling in class.  Banks 
must take defaced currency no matter how marred the bill may be.  As long as you can authenticate 
it as U.S. currency, the bank will honor it. 
 

 Any currency that is ripped or torn must be 75% intact in   
 order for the bank to honor it.  The Federal Reserve likes  
 for the green serial numbers on both sides of the bill to be     
 intact; however, as long as more than 75% of the bill is    
 present, if one is partially removed, it should be OK.  If     
 you are ever in doubt, you may refuse the currency and  
 suggest that the customer take the bill to a bank. 

 
F  C  

Foreign currency is mostly a problem with coins.  Canadian and Mexican 
currency are constantly showing up in deposits.  Schools receive no value 
for deposited foreign currency, as they are removed and deducted from 

your deposit when found.  Employees 
should be on the lookout for foreign coins that 
are intermixed with American coins, and they 
should be handed back to the customer to be 
swapped out for legitimate coins. 

Forms of Payment 

 

C    ... 
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C  

Personal checks are allowed as a form of payment in the student store.  Checks must be made for 
the exact amount of the purchase only.  The InTouch system will not allow any cash back on a 

check.  Likewise, students and staff may not write a check for cash. 

 
If you are taking a check from a student, write the student’s 6-digit student ID number on memo line 

of the check.  If you are unfamiliar with the student, please ask them to present identification to verify 

their name & student ID number.  Unlike the bookstore, who can verify students immediately in their       
database, the student store does not have access to this information and must ascertain a higher  

degree of security in these situations.  A bounced check that cannot be linked to a student will be a 

loss to the student store in both bank fees and merchandise taken by the student.  It is the discretion 

of the store manager to accept or not accept a check.  Most student stores will only allow student 
checks on larger items such as clothing and/or spirit items.   

 

Similarly, checks received by a parent must have their student’s 6-digit student ID number written on 
it as well.  If the parent does not know their student’s ID number, then write their student’s name (first 

and last -  don’t assume the parent’s last name is the same as the student’s) and grade level on the 

check.  Occasionally, an adult who does not have a student at the school will shop in the student 
store.  Grandparents, aunts, uncles and teachers or alumni will stop by wanting clothing and/or spirit 

items.  In this case, when taking a check use your judgment; the manager has the authority to ask for     

identification on any check to verify name and       

address information. 
 

Before depositing any checks, make sure to use your 

Student Store’s endorsement stamp on the back of 
each check.  This will ensure that they are properly  

deposited into your school’s #3412 student store      

account.   
 

If you cannot locate your endorsement stamp, you can 

use the bookstore’s stamps.  If the check was used to purchase an item you are selling for a club, 

you would use the Student Funds endorsement stamp.  If this is the case, be sure you bag this check 
separately and use a Student Funds deposit slip.  All other sales would be endorsed with your      

Auxiliary Funds endorsement stamp. 

 
 
 
 
 
 

Forms of Payment 

C    ... 
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1.  Ring up the merchandise. 

 

 

 

 

 

 

 

 

 

2.  Click the Finish Sale button 

3.  Click the Check button (the text on the button will turn red) 

4.  Click OK 

5.  Enter the check number when prompted - enter the number only, no symbols 

 

 

 

 

 

 

 

 

 

 

6.  Click OK 

The sale is now complete, and the transaction will be listed under “Check Receipts” when your EOP 

is performed.   
 

The transaction(s) paid by check will need to be listed under “Checks” on your Cash Summary      

Report for the appropriate fund. 

Ringing Up Sales by Check 
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As with any business, refunds will occur.  A parent may decide their student only 
needs one of the two sweatshirts they purchased, or a student may change their 
mind on a color of a t-shirt, only to discover the color they want is not offered in 
their size.   
 
Whatever the reason, you, as the store manager, have the final say as to if the 
item can be returned.  Good managerial practices include verifying that the item 
is in good “sellable” condition and that the return falls within an acceptable time 
frame.  How the refund is handled, is determined by when the initial purchase occurred: 
 

· P -EOP R  = V   
      These refunds are the easiest to handle.  A Pre-EOP Refund is when the actual sale has just  
       taken place, and the register has not yet been EOP’d.   
 
       The sale would simply be “voided” using the Adjust Receipt option.  Cash (or the customer’s   
       check) would be given back after the receipt is voided.  Credit card purchases in the bookstore  
       would simply be voided, as well. 
 

· P -EOP C   C  R  
      Any refund needed after an EOP has been conducted (regardless of the tender used) will need to  
      have a check cut at the District level or have a Paid-Out performed at the bookstore.  Contact  
      your Student Activities Specialist to assist you. 

Refunds 
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**  N :  O   M  L  L   V   T  ** 

1.  To locate the receipt number that needs to be voided,   

     click the M  button, then click the EOP button. 

2.  Find the receipt number from the list of Non-Reconciled Receipts - write down the receipt number 

 

 

 

3.  Exit the EOP mode by clicking the C  button 

4.  Click on the A  R  button 

5.  Click O  to enter the Adjustment Mode 

6.  Type in the receipt number 

 

 

 

 

 

7.  When the receipt information populates, click on it (it will highlight in blue) - then click OK 

 

 

 

8.  When the receipt opens up, click on the box in front of the item(s) you wish to void 

 

 

 

 

9.  Click on the V  button 

 

Voiding a Transaction (Pre-EOP Only) 

C    ... 
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10.  The R  C  box will appear.  Using the dropdown menu, select the reason code that best  

       suits your circumstance.  Then click O . 

 

 

 

 

 

 

 

 

11.  Add a brief memo describing the reason for the void, then click O  

 

 

 

 

 

 

 

 

 

 

 

12.  You will be asked to confirm the Void.  Click Y . 

 

 

 

 

 

 

Voiding a Transaction (Pre-EOP Only) 

The receipt has now been voided.   
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Sequential Receipts Audit Report 
 

Keeping proper documentation when voiding a receipt is very important.  
Auditors (internal and external) will routinely review voided transactions 
from your school.   
 
On the last day of each month, InTouch users are required to run a          
Sequential Receipts report: 
 

· Log into InTouch Manager 
 

· Click the Reports button 
 

· Under the Audit section, click S  R  
 

· Under Criteria, select the Date Range for the month you are running 
the report  

 

· Under Adjustment Type, select Voids Only 
 

· The defaults under all other sections are fine, click Show Report 
 

· Administration needs to review and sign off on this report each 
month. 

 
All documentation pertaining to a voided receipt should be kept and filed 
with each monthly report.  This includes copies of original and voided   
receipts. 

Robert Paradis 

NOTE:  I         “S  R ”,       
          .  T      
       . 
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The most important part of any retailer’s responsibilities lies within inventory control.  Having the right 

inventory, at the right time maximizes sales for your school.  However, controlling losses and theft in 
the store is equally important, as spoiled foods or merchandise that walk out the door, directly       

impact sales.  Some important aspects of inventory are: 

· Ordering Merchandise  

· Receiving Merchandise 

· Monitoring Breakage and Spoilage 

· Administrative Write-Offs 

· Controlling Theft (both Customer and Employee) 

· Taking Inventory 
  

O  M  

The Student Store Manager is responsible for ordering product from approved vendors to sell within 
the store.  Prior to the end of the previous school year, requisitions should be initiated for the next 

school year.  MPS’s fiscal year begins on July 1st allowing Student Activities and the Purchasing  

Department plenty of time to approve requisitions and convert them into purchase orders before 
school starts.  This allows student store managers to place orders immediately upon returning after      

summer break without the delay of having to wait for purchase orders to be approved.   

 

Vendors who deliver on a weekly basis such as Vistar, Pepsi and Coca-Cola, will generally have the 
same delivery day each week.  These vendors will also have an order cut-off day/time.  Knowing 

each vendor’s order date and delivery date will help to ensure that merchandise is delivered when 

needed.  Missing an order cut-off date or time may result in having to wait an extra week for your 
product or paying an additional delivery charge.  Most companies will have you place your order over 

the phone.  However, some companies, like Vistar, have an online ordering system which allows you 

the ability to see what you’ve ordered in the past, as well as look up and view new items for           

purchase.   
 

Similar to the way Mesa Public Schools creates and utilizes PO’s, InTouch has its own purchase   

order system as a way of tracking the ordering and receiving of merchandise purchased through the 
student store.  As the store manager, you can opt to use the 2-Step process of “Purchasing” and 

“Receiving” or simply the 1-Step process of “Receiving” merchandise.  Both have advantages,     

however, if time permits the 2-Step method can be more precise.  With the 2-Step Method, the store 
manager uses the InTouch Student Store’s Purchasing function and creates a new PO within the 

InTouch system.  (Keep in mind that this is not linked in any way to the District purchase order).  This 

2-Step method creates an easy and quick list for the manager to use when the merchandise is      

received from the vendor.  Refer to pages 53-55 to learn how to use the InTouch Purchase Order    
system when ordering.                         

 

 

Inventory Control - Ordering Merchandise 
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Upon delivery of any merchandise ordered, the Student Store Manager 

must count and verify the quantities and cost of all items received.          
Discrepancies must be brought to the attention of the delivery personnel 

immediately.  If the discrepancy is discovered after the departure of the  

delivery person or if the merchandise is shipped to the store in the absence 

of a delivery person, you must report the shortage to the company as soon 
as it is discovered (most companies have an allowable time frame to report 

shortages of goods received).   

 

Businesses delivering goods will generally give you a packing slip upon arrival.  You can use this to 

count and tally the delivered items; however, this is not the same as an invoice.  A vendor will require 
a signature which is a confirmation of items received.  After signing for the merchandise, make sure 

that you receive a copy of the invoice also.  Smashed, unsellable, or incorrect merchandise needs to 

be refused and sent back with the delivery person if possible.  If they are unable to make immediate 
changes to their invoice (some companies allow their delivery personnel to change and reprint a new 

invoice onsite), then make sure that they hand write a credit memo as proof of returned merchandise.   

 

Vendors that deliver, typically have a short window of time for each customer’s delivery.  Having   

extra students available on delivery days to help with the counting, moving and stocking of newly  

delivered merchandise can ensure that all items are checked and counted before the departure of 
the delivery person.   

 

Following the delivery, merchandise will need to be entered into the InTouch inventory.  If a PO was 

created in InTouch when ordering (the 2-step method), then the receipt of the merchandise will need 

to be entered against the established InTouch purchase order.  Go to the InTouch Student Store 

Manager, and simply pull-up the Existing PO that was created when the merchandise was ordered.  
From this list, you can check off the items that have been received and even adjust prices that may 

have increased or be on sale that week.  Pages 53-56 explain in more detail. 

  

If a PO was not created in InTouch Student Store at the time the merchandise was ordered, then you 

will need to follow the 1-step Receiving method of entering the vendor’s invoice into inventory.   

Pages 51-52 explain in more detail. 

 

Inventory Control - Receiving Merchandise 
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Keeping breakage and spoilage to a minimum is an important managerial responsibility, as these 

items directly affect the profitability of the student store.  Items that are unsellable need to be         
written-off.  This may include items that are stale, damaged, or have spilled.   

 

Expiration dates needs to be periodically checked, especially on items that are not big sellers.       

Rotating merchandise on the shelves to ensure older merchandise is sold first will help keep write 
offs to a minimum.  Reducing the price of items nearing expiration, for quick sale, is another practice 

that will reduce the amount of write-offs and loss to your store. 

 
When merchandise is received from a vendor, there is always a chance it may arrive damaged.  As a 

manager, you always have the right to refuse merchandise you feel is damaged or may be           

compromised.  Some vendors can issue credit immediately while others require credit forms to be 
submitted to the company’s administrative office.   

 

Smaller write offs, such as an opened bag of chips, will occasionally occur.  Follow the directions on 

Training Guide 17 to complete the write-off.  However, if you find a large percentage of the             
merchandise in a box or case is unsellable, contact the vendor, as they may replace the items or 

credit the store’s account.  Before discarding damaged merchandise, ask the vendor if their delivery 

person will be picking it up with your next delivery, as the items  
may physically need to be returned before credit is issued. 

 

S  T  G  17:  WRITE OFFS, BREAKAGE and  
                                           SPOILAGE 

 

A  W -O  

All items taken from the student store need to be accounted for.  

Occasionally, there are times when your school’s administration  
will need an item or two from the store for the school’s use.  This does not happen often, as funds  

generated by the student store may be transferred into a “General Use” account by your school’s  

administration.  Consequently, any large purchases really need to be handled by properly  
transferring funds rather than requesting a write-off by the store manager.   

 

However, in these rare occasions, an administrative write-off is handled by Looking up a               
Non-Student code, similar to Breakage or Spoilage.  Be sure to properly notate all the memo fields 

with the name of the administrator requesting the write-off and the reason.  A           

      .  This will protect you if it questioned during an 

audit. 
 

S  T  G  18:  WRITE OFFS – ADMINISTRATIVE 

Inventory Control - Breakage, Spoilage and  
Write-Offs 
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1.  In the InTouch Terminal, click on L  N -S  

2.  Select NBREAKAGE or NSPOILAGE as your Non-Student.  Click O . 

 

 

 

3.  At the top of your terminal screen, the BREAKAGE or SPOILAGE account will populate. 

 

 

 

 

4.  Return to your Quick Screen and ring up the items to be written off as unsellable.  Click each  
     item to adjust the price to zero.  Then create a memo for each item notating that you’ll need  

     for future tracking purposes. 

Write-Offs: Breakage or Spoilage 
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            5.  To complete the transaction, click E  on your   

                Quick Cash bar at the bottom of your screen. 

 

 

 

 

 

 

 

 

6.  The item(s) will now be subtracted from the Store’s Inventory, and the terminal will not be  
     expecting any cash as tender.   

Write-Offs: Breakage or Spoilage 
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1.  In the InTouch Terminal, click on the Lookup Non-Student button 

2.  Select NADMINISTRATIVE as your Non-Student.  Click OK. 

 

 
3.  At the top of your terminal screen, the ADMINISTRATIVE WRITE-OFF account will populate 

 

 

 

 

 

4.  Return to your Q  S  and ring up the item.  Click each item to adjust the price to zero.   
     Then create a memo for each item notating the administrator’s name and reason for the  

     write-off.  I  ,             

          . 
 

 

 

 

 

 

 

 

 

 

5.  To complete the transaction, click the Even button in the Quick Cash bar at the bottom of  

     your screen. 

 

 

 

6.  The item(s) will now be subtracted from the Store’s Inventory, and the terminal will not be  

     expecting any cash as tender.   

Write-Offs: Administrative 
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Customer theft can be big problem within high schools. The     

number one way to combat customer theft is to have ample     
workers to cover the store during busy times.  As the store  

manager, your job is not to run the registers, but rather ensure  

order and control is maintained.  Having capable students  

running the registers frees you up to keep eyes on the shoppers.   
 

Large purses are the number one way for girls to steal merchandise.   

Large pullover sweatshirts with a front pocket are a very common way for boys to steal from you.   
 

Items can be quickly grabbed and concealed without anyone’s knowledge.  The best way to catch a 
thief is to “watch the hands!”  Take your gaze from the students’ faces down to their hands, and you’ll 
be amazed at what you’ll discover is happening!  Here are some common ways that students have 
previously been caught stealing in the student stores: 
 
~ W  O  W  P   M : 
 This is easy for any student to do when there is a lot of chaos or commotion in the store.   
  Limiting the number of students in the store at any time definitely helps.  Having students on   
             the registers and stocking, allows the manager the to stay focused on the customers as they   
             move throughout the store. 
 
~ N  P  A  I    C : 

Encourage your cashiers to ask, “Is this all you have?” or “Just these two items?” especially if 
the customer has been in the store awhile, or was seen with multiple items.  Students like to 
hide items in their binders or pressed between their books and their body.  If items are held 
below the counter, it is difficult for cashiers to see and difficult for someone watching to know 
that a theft is occurring, as they appear to be paying for items at the counter.   

 
~ D  I   P /B  W  D   M : 
 Have your door person tell the students who are in line to “Have 
 your money out and ready!”  This will eliminate all the digging and 
 concealing of products in bags.  Students who do not have money 
 or wallets out can be asked if they plan on purchasing items.   
 During busy times only students interested in purchasing items 
 should be in the store.  Discourage loitering. 
 
~ T  “H - ”: 
 After one customer is done paying, they walk past a friend who 

secretly passes them a food or beverage item that has not been purchased, and then exit the 
store.  This is extremely difficult to catch UNLESS you are watching hands.  Unfortunately, 
kids learn early on how to position their bodies to conceal things like this from the eyes of  
others.  Don’t ever feel bad if you stop and question someone.  You can ask, “How many 
items did you pay for?”  Then yell over to the cashier and ask them to verify the purchase.  
The cashier will most often always remember the most recent transaction. 

Inventory Control - Customer Theft 

C    ... 



 108 

~ “I T  H  P   M !”: 
This is done when a customer says he’ll pay for multiple friends, however, not all items are 
placed on the counter for payment.  A group of friends create confusion with the constant 
noise and movement.  Eliminate this problem by requiring that ALL items must be placed on 
the counter for payment.  This ensures that all items are rung up, and any manager who is 
watching can clearly see any individual who leaves without surrendering their items to the 
cashier. 
 

Finding ways to cut down on the accessibility to steal is the first step to helping control it.   
Here are some helpful hints: 
 

·  H   D  P :  
Mandate this as a necessity during busy times. The door person’s job is not to socialize or 
simply count customers. Their job is to keep an eye on those who enter the store and see that 
they actually proceed to the check out prior to leaving the store.   

 

· M  O  ‘  R : 
Asking students to have their “money out and ready” will help keep 
students from digging in their purses, handbags, and backpacks;  
it will also help with the flow of customers through your store,         
especially during the busier times.  
  

· F  S  D  B  T : 
Having plenty of workers to run the store will help free up the manager’s time so they 
can deal with order and theft control.  Keep in mind, fully staffed does not necessarily 
mean over staffed, as too many workers create as much chaos as too many customers.   
 

· B   I  M : 
Being an absentee manager will invite many problems, including theft.  During busy times, 
stay visible.  Talk with your staff and have a word or signal that they can give you if they    
suspect shoplifting.  Many student workers may be too intimidated to stop someone, even if 
they are sure that something has been stolen.  As the manager, you need to be able to act 
quickly and efficiently to stop and question someone.  Just remember, that if a student hasn’t 
done anything wrong, then answering a 
few questions shouldn’t be a problem. 
 
 

Inventory Control - Customer Theft 
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 If you do see someone leaving without paying for an item, or if you   

suspect that an individual has placed something on their person, pull 
them aside as they are leaving the store or ask them to step back into 

the store immediately.  P      ID .  

(Schools require that students carry their identification cards at all 

times.)  Kids have been known to panic and bolt when you are not   
looking.  If you have their ID card, you can help security locate them if 

this happens.  If they cannot produce an ID card, write down their name, 

school ID number and grade level before calling for assistance.  Also 
take note of what they are wearing. 

 

Call your school’s security after identifying the individual.  If security is not 
available to assist, call the office and ask for the SRO (School Resource Officer) to be paged.  A last 

resort would be for a member of your school’s administration to come assist.   

 

In most cases, you (and any employees involved) will need to submit a written statement.  If so, give 
a detailed account of what happened, sticking only to the relative facts.  Each school will handle the 

proceedings differently; it is the administration’s decision as to how they want to deal with each    

scenario. 

Inventory Control - Customer Theft 
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Employee theft is a problem with all businesses, and the student stores are no exception.  As the 

store manager, your job is to uphold the highest degree of honesty and integrity as an example to all 
your student workers.  Any little error in judgment on your part is being watched closely by the       

students who are working in the store.  Ensuring that all rules, responsibilities, procedures and ethics 

are being upheld is of utmost importance. 

 

Mirroring the “Real World” experience will benefit students who are using the student store as a way 

to generate work experience.  Student employees should be slowly elevated to positions and jobs of 

authority.  All students should be exposed to cleaning and stocking, with those who show exemplary 
work skills being allowed to progress to cash handling responsibilities. Those individuals who have 

difficulty with honesty regarding merchandise should never be allowed access to the cash registers.  

Closely monitor each worker’s progress while giving continual feedback.   
 

EOP’s and terminal audits are an important tool to aid a manager in learning your student worker’s 

ability to handle cash.  Continual overages or shortages may mean a student needs additional    

training.  It could also mean that they are not proficient enough in math to be on the register.  An    
employee should know early on, that they are being monitored regarding their cash drawer.  The       

guidelines for working on the registers should be clearly stated and understood by all workers.   

When overages and shortages occur, this needs to be communicated with the employee in a timely 
manner.  If a student’s schedule does not allow that person to close down their own terminal, the 

overage or shortages needs to be addressed the next time the employee reports for work.  Minor 

overages and shortages (< $1) are common; however, employees should strive to have a perfect 
register each day they work.  Larger overages/shortages need to be monitored closely.  Keep a log 

of who was working when the overage or shortage occurred.   If there is a student worker incurring 

repeated shortages they should be pulled from the register.  Contact Student Activities for ideas on 

ways to discover or track repeated losses. 
 

The “Employee Contract” on p. 13 of this manual makes 

sure that all rules are understood and covered with each 
student store worker.  The store manager will address 

each line item while the student initials each box to the 

left, verifying he/she understands and will follow the 
store rules.  In the future, if corrective action needs to be 

taken, the presence of a signed contract will eliminate 

the ever popular, “I didn’t know” or “no one ever told me” 

excuse clause.  Tailor the contract to meet the needs of 
your school’s store, as not all items will apply to every 

school. 

Inventory Control - Employee Theft 
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Month end inventories are performed at all the student stores.  
These are small “spot checks” where a category or two within the 
entire inventory is chosen to count.  These are valuable tools in  
locating inconsistencies within an inventory such as:  high theft 
items, items linked incorrectly to buttons, SKU problems, and   
problems resulting from invoices that have been incorrectly        
entered.  Each store is given a one month to complete each    
inventory count.  This allows each school to find the day of the 
week/month which best suits their store’s needs regarding lowest     

                                                      inventory and highest coverage of students to help.   
 
The manager of each store will receive an email towards the end of each month which will name the 
category within the store to be counted.  There are certain steps that must be performed prior to    
taking inventory to ensure that items are not forgotten or double counted.  Before starting your      
inventory, please: 
 

· Make sure that ALL invoices have been entered into InTouch inventory 

· Write-off all Breakage or Spoilage items 

· Close the Store (you may not sell any items until all numbers have been entered into InTouch) 

· Print an Inventory Count Form in the InTouch Student Store Manager (See Guide 22) 
 
S  T  G  22:  TAKING INVENTORY – PRINTING INVENTORY COUNT REPORTS 
 
Inventory must be taken in teams of two or more.  Teams should work together 
with one person counting and one person writing.  Be sure to locate all items, 
including those sold in separate locations or stored in stockrooms.  Never allow 
any “guessing” or “estimating;” there should only be exact counts reported.  
Make sure that all items on the list are counted.  I       

                       
        .    

 
When all items have been counted and tallied, the inventory numbers need to be entered into the 
Student Store Manager, Adjust Inventory function.  On this screen, the two categories in blue are  
adjustable.  Enter your inventory numbers in the “Adjustment” column.  Then verify the “Average 
Cost” of each item and adjust any numbers that do not accurately reflect the original cost of each 
item.  See Guide 23 for help on entering your inventory numbers, as well as the documentation that 
must be submitted to Student Activities at the end of each month. 
 
S  T  G  23:  TAKING INVENTORY – RECORDING & ADJUSTING INVENTORY 
 
A presentation called “Taking A Month End Inventory” is also available on the Student Activities  
website under Training Guides, and then Student Stores. It can be used as a learning tool or a quick 
refresher for managers or student workers. 

Taking Inventory 
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Though month end inventories are important, managers should check inventories on a continual   

basis.  Keep an eye on items that are moving fast (maybe too fast).  This might be an indication that 
items are “high theft” rather than “high sales!”  At any time, managers can go into the InTouch      

Student Store Manager and print an inventory count form for any item’s inventory they would like to 

check.  Counting inventories for questionable items can also be a good job for student employees 

when business is slow or they’ve caught up on their daily responsibilities. 
 

Another way to keep an eye on inventory is to run 

a report in the InTouch Manager called Revenue 
by Account Code, Item.  An example of when to 

use this report might be: you fill up a basket with 

beef sticks early in the morning; however, when 
you check after lunch, the basket is almost    

empty.  If you are questioning how many beef 

sticks were actually sold today, this report will 

show you sales for that item.  You need to know 
which Account Code the item falls under to run 

this report (Chips, Breakfast, Snacks, etc.).   

 
 

Taking Inventory 
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E  I  - Items for resale that have been purchased in previous years will already be      

                                setup in InTouch.  Items may be scanned into terminal to verify if:   

Þ     the item is still active 

Þ     the manufacturer’s barcode is still valid  

Þ     the price associated with the item is the correct selling price 

 

If an item was purchased some time in the past, there will be record of it in InTouch.  If you suspect 

that an item was previously purchased, but nothing shows when scanned into the InTouch Terminal, 
it is possible that the item has simply been inactivated.  Items are inactivated to reduce the number of 

items that need to be maintained in the system.  The inactivation process doesn’t delete the item; it 

simply removes the item to the Inactive List to reduce the number of items that must be scrolled 
through during the ordering and receiving process.  This helps reduce time and errors. 
 

 S  T  G  5:  VERIFYING THE ACTIVE or INACTIVE STATUS OF AN ITEM 
 

Manufacturers change their barcodes from time to time.  This will cause      

existing items to no longer scan in the InTouch Terminal.  The best way to 
handle a barcode change is to make changes to the existing item, rather than 

to set up a new item.  By changing the existing item’s barcode, all the links to 

the terminal buttons will remain undisturbed.  If you create a new item, you 

will need to change and verify all inventory links to your terminal buttons.  You will also have two sets 
of data for that one item for the remainder of the school year.  
 

 S  T  G  6:  CHANGING A MANUFACTURER’S BARCODE 
 

The start of the school year is the best time to make pricing changes on items sold in the store.  

However, throughout the year the manager has the responsibility to continually check pricing on  
vendor invoices.  Some items have contractual pricing that “lock in” pricing throughout the school 

year.  These are prices that the Purchasing Department has negotiated from different vendors 

through the bidding process.  However, most items are not on the contractual price list, so these 
items need to be independently monitored for price increases.  At the beginning of the school year, 

compute the price per item on all merchandise to determine the sales price.  If the price needs to be 

adjusted, changing the sales price is an easy procedure in the InTouch Manager. 
 

 S  T  G  11:  CHANGING PRICES ON EXISTING ITEMS 

 

Continually monitor products and items within the InTouch system.  Items no longer being sold 
should be inactivated.  Inactivating items will only remove them from the list of active items seen, 

which will greatly reduce the number of products that you must sort through.  Items may be              

reactivated at any time.  M             
  .    

 

 S  T  G  13:  INACTIVATING AN ITEM 

Managing Inventory in InTouch 
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E  N  I   S  - A database of items exists from previous years of sales within 

the Student Stores.  Occasionally, new products are purchased from vendors for resale.  When this 

occurs, these items must be added into the InTouch Manager in order to scan and/or ring up the 

merchandise.  After new items have been added into InTouch Manager, they need to be linked to a 

vendor.  This will allow you to enter your vendor invoices in the Student Store Manager.  A helpful 
hint is to write the word “new” next to each item on the invoice that will need to be entered as a New 

Item Setup and Vendor Link.  F            

     .  
 

 S  T  G  7:  SETTING UP/ENTERING NEW ITEMS  

 
 

 

 

 
 

 

 
 

 
 

A   V  - The InTouch system will track the flow of merchandise into and out of your 

store through the invoices that you enter and the sales that are made through the terminal.  All    
merchandise that is purchased for resale must be entered into the Student Store Manager.  The first 

step is to verify that the vendor exists in Student Store Manager. 

 
 S  T  G  3:   SETTING UP A NEW VENDOR IN INTOUCH 

 

L  I    V  - Once a vendor is established in the Student Store Manager     

Vendor List, you must link the items to the vendor from which they are purchased.  Some items may 

be purchased from multiple vendors.  In this case, they will be linked to more than one vendor.  Pay 

close attention to the units and prices which are located on the invoice.  Incorrect units or prices will 
negatively impact your inventories.   

 

 S  T  G  8:   LINKING AN ITEM TO A VENDOR  
 

C  V  I  I  W   P  I  O  - Items         

purchased will occasionally have a price increase.  When this happens, the price can be changed in 
the InTouch system to avoid having to manually adjust the price each time a vendor invoice is       

entered into the Student Store Manager.   

 
 S  T  G  12:  CHANGING INCORRECT CASE OR PRICE INFO WHEN ITEM  

                                                       IS LINKED TO A VENDOR 

Managing Inventory in InTouch 
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INVENTORY IS ALWAYS MANAGED IN THE INTOUCH STUDENT STORE MANAGER 

Inventory counts should never be changed or adjusted in the InTouch Manager.  All inventory              
adjustments MUST be made in the InTouch S  S  M .   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
The Quantity Field (shown above) on the InTouch Manager Items screen will update with any entries 
and/or adjustments that are made in the InTouch S  S  M .   

Managing Inventory in InTouch 
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N :  Before printing Inventory Count Reports, make sure all invoices have been entered, and the 
store is closed.  M      . 

 

1.  Log into InTouch S  S  M  

2.  Click the R  button 

3.  Click on I  C  Form 

4.  Click the box in front of A  V  

5.  Use the C  drop down menu to select the  
     category to be counted 

6.  Under Q  C , select B  Q  

7.  Click S  R  

8.  Print the Inventory Count Report 

9.  Use this form to count the merchandise.   

     Per District guidelines,      

           . 

 

Taking Inventory -  Printing Inventory 
Count Forms 
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N :  This is done A  your Physical Inventory Count has been taken 

 

  1.  Log into InTouch S  S  M  

  2.  Click the I  button 

  3.  Click on A  I  

  4.  Use the dropdown menu to locate the category to be adjusted 

  5.  Enter the numbers recorded from the Blind Quantity Report under the A  Q  Column  

 
 

 

 
 

 

 

 
 

 

 

  7.  Enter a number on each line,       

 

 

 

 

 

 

  8.  Do a quick check on the A  C  to ensure the cost of each item is correctly displayed.   

Taking Inventory - Recording and            
Adjusting Inventory 
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  9.  Type these four lines in the Comments box: 

 

 

 

 

10.  Select P  I  from the Reason Code drop down menu 

 

 

11.  Click S  

12.  Click Y  to save as an Excel File 

13.  Save to a designated inventory adjustment file 

 

 

14.  Email Inventory Adjustment File to: 

       Kristina Hansen 
       khansen@mpsaz.org 

 

N :  at the end of the school year, inventory will need to be done on all non-perishable items  
             remaining in the store to be sold the following school ear. 

Taking Inventory - Recording and            
Adjusting Inventory 
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Perishable items that expire before September 30th of the current year may not be stored over the 

summer.  Items requiring refrigeration or a freezer may not be kept over the summer regardless of 
expiration, as coolers and freezers must be unplugged over the summer.   

As the school year comes to a close, you will need to begin reducing prices on items that can not be 

sold next school year, for quick sale.  This is typically done the last few days of school.   Any items 

not sold, need to be “zero’d” out of your inventory and recorded as a loss.  Plain bottled water can be 
stored over the summer, so it should never be reduced in price. 

An inventory of all items in your store needs to be taken and submitted showing a zero count for all 

perishable items (Blind Quantity count sheets and Excel spreadsheets for each category).  All club 
items need to be given back to the club sponsor, as they are responsible for taking their own          

inventory on all resale items being carried over into the next school year.  D  N  include club items 

in your year end inventory.   

 

Year End Inventory 
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“Z  ” I   P  I  
As the final days of school approach, prices should be reduced on all perishable items for quick sale.  
The goal for the last day of school, is to have sold every perishable item in your store.  I   

   ,      S  30 , can be stored 
over the summer for resale next school year.  All other perishable items need to 
be removed (“zero’d out”) from your store inventory when performing your final 
inventory count for the school year.  Perishable items removed from inventory 
can be given to students or staff at the end of the last school day.  All remaining 
bottled water can be to stored over the summer.   
 

F  I  C  
Before you leave for the summer, all items remaining in your store must be 
inventoried.  Log into  Student Store Manager, and click on R .  Click 
on “Inventory Count Form”.  Select “All Vendors”, “All Categories”, and “Blind 
Quantity”.  Print the form.  Inventory the items remaining in your store with the help of one other  
person.  When done, each of you need to sign the Blind Inventory Count Forms.   
 

Log back into Student Store Manager and click on I ; then click on “Adjust Inventory”.     
Enter your current quantities for all merchandise.  If you have any perishable items remaining, make 
sure to enter a quantity of “0” for each of these items.  When done, export this report into an Excel 
file and email it to the Student Store Specialist.   
 

Stay in Student Store Manager, and go back into R .  Click on “Inventory Count Form”.        
Select “All Vendors”, “All Categories” and “Disclose Quantities”.  Print this report and send it in to the       
Student Store Specialist along with your signed Blind Quantity Inventory Count Forms.   
 

D  S -  C  F  
Before leaving for the summer, redeposit your start-up change fund in the Bookstore.  The Bookstore 
Manager will issue you a receipt confirming your deposit.  Send a copy of this receipt in with your  
EOY Inventory Count Forms.  Don’t forget to complete a requisition for a new change fund before 
you leave for the summer. See page 120. 
 

S  N  Y  P  R  
Avoid delays in ordering and receiving your products for the new school year, by submitting new year 
purchase requisitions to your Student Activities secretary towards the end of May.  She will enter 
them for you, so when you return for the new school year, your PO’s are in place and you can begin 
ordering.  This would include any requests for Cash Envelopes. 
 

S  I   N  S  Y  
Box up all remaining resale items for the coming school year.  A custodial crew will likely clean the 
floors in your store over the summer.  Make sure all items are off the floor and on shelves or a    
counter top.  Cases of bottled water can remain directly on the floor. 
 

F   C  
Freezers must be unplugged and scraped out/ defrosted for the summer.  Wipe them down once the 
frost has melted, and keep one side open to air it out.  Coolers should also be unplugged and wiped 
down.  Keep one door propped open to air them out as well.   

Year End Responsibilities 
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Startup Change Fund 
At the end of each school year, part of the Student Store  
Manager’s year end duties include depositing their  
current change fund, and requesting a change fund  
for the next school year.  S     

      . 
 
Change funds range from $300 - $400 each  
depending on each school’s need.   
 
Most student stores have two cash registers.  The  
decision lies with the student store manager as to  
how much money each register will have at the  
start of each day.  Most stores use between  
$50 - $100.  Monies not being used from the startup change fund must be kept in the safe.   
 
R   C  F : 
Step 1 - Download  
a fillable Purchase  
Requisition from the  
Student Activities 
website and save it  
to your computer. 
 
Step 2 - Complete the 
Purchase Requisition   
For Vendor Name, type Wells Fargo. 
In the body of the req, indicate the quantity 
of each denomination needed, and specify 
the date your change fund is needed by.  
The change fund will be delivered directly   
to your school’s bookstore.   
 
Step 3 - Print the Purchase Requisition and 
have your administrator sign it.  Make a 
copy for your records and send the original 
to Tina Gooder in Student Activities. 

Kristina Hansen 

Bob Paradis 

KH 

KH 

KH 
20118 

Westwood 

Change funds must be returned to the 
bookstore on the last working day of the 
store.  The bookstore will deposit these   
monies into the #3413 /student store   
redeposit account, and the deposit      
receipt must be sent to Student            
Activities with your last EOP and any   
outstanding invoices. 
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The following reports can help you when spot checking or trouble shooting inventory issues: 

 

S  S  M  R  

 C /I  I  - This report will show you the current quantity on hand for your  

            merchandise.  It can be ran by vendor, category or both.  It can tell you how much money you  
            have tied up in a category or vendor.    

 

 I  A   R  C  - This report will allow you to view adjustments  
            made to your inventory by reason code.  It also allows you to look at inventory adjustments  

            for a particular item or category. 

 
 I  C  F  - Run this report with Blind Quantity to take your physical inventory.    

            To verify you entered your inventory adjustments correctly, run this report with Disclosed  

            Quantity after your adjustments have been made. 

 

 Z  A  C  I  - Allows you to see how many products you carry in your store  

            within a certain cost range, and what your quantity on hand is for those items. 

 

I T  M  R  

 R   A  C , I  - shows quantities sold for each item within a category  
            during a specified time frame.  It also shows how many items were purchased by the same  

            customer. 

 

 EOP C  D  - Allows you to see what cash denominations you entered for  
            your EOP.   

 

 C  P   I  - Allows you to  
            search sales for a particular item during a desired  

            time frame.   

Helpful Reports  


