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Financial Information > Location Financials > Teacher Utilities > Teacher Invoice

Using this screen, a classroom teacher can query a class list and invoice students for class fees.
First choose the correct semester and then the class from the drop down box at the top of the screen.

Enter the product or choose the product from the list of values. Alternate descriptions are allowed for each product.

The red check mark (at the top of the list of Student Names) is a “Check ALL” option. Otherwise check each student that
should be invoiced for this product.

Click the “Create Invoice” button when finished.

Mid Year Adjustments:

You can adjust the amount of the invoice by either an amount or a percentage. The default is to “amount” which you
change in the white column “Adjustment Decrease S”. Input the amount of the decrease you want the total to be
decreased by. This is changed to “percent” with the radial button below this section and you input the percentage
decrease. Enter comments in this screen and click the “Adjustment” button.
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Financial Information > Location Financials > Teacher Utilities > Teacher Fine

Using this screen, a classroom teacher can query a class list and charge fines to students.
First choose the correct semester and then the class from the drop down box at the top of the screen.
Enter the product or choose the product from the list of values. Alternate descriptions are allowed for each product.

The red check mark (at the top of the list of Student Names) is a “Check ALL” option. Otherwise check each student that

should be invoiced for this product.

Click the “Create Invoice” button when finished.

Mid Year Adjustments:

You can adjust the amount of the invoice by either an amount or a percentage. The default is to “amount” which you
change in the white column “Adjustment Decrease S”. Input the amount of the decrease you want the total to be
decreased by. This is changed to “percent” with the radial button below this section and you input the percentage
decrease. Enter comments in this screen and click the “Adjustment” button.
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There are three steps to the Automatic Invoicing process:
1: Define class or classes for invoicing.

2. Tie products to those selected class or classes.

3. Run invoice process.

Financial Information > Location Financials > Fee Processes > Al Classes (automatic invoicing)

Step 1: Class Fees, this is where you select the class or classes

you would like to attach fees attached to.

Click the Query button when your criteria is Selected.

Click in the box next to the class or classes that you would like to

attach a class fee.

Then click on the Load Classes button. If you have previously
loaded this class there will be a red “L” next to the class.
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If the session number
appears as a (3), you
need to enter the
session (1stor 2nd
semester) that you
would like them billed
for.

You then need to click
on the Save Session
Changes button.

You can also
delete a class if there is

one there you do not
need, by clicking on the
Delete Class button.




Financial Information > Location Financials > Fee Processes > Al Products (automatic invoicing continued)

Step 2: This is where you select the product or products you would like to attach to the class.
Click next to the product or products you would like attached to your class fee.

If you would like to override the price, put the new price in the white box next to the product. Then you need to click on
the class or classes that you would like these products attached to. If a bucket list appears select from the list.

Then click on Tie Fees to Classes button.

If you put in the wrong bucket you can change it by clicking the white bucket box and then the list of values (three dots),
select the right bucket and click on the “Save Buckets” button.
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Financial Information > Location Financials > Fee Processes > Create Invoices (automatic invoicing continued)

Step 3: This is where you will create invoices for your class fees.

Create Invoices for Class Fees (left side of screen)

Select session
Select No, or Yes on Duplicate

Click on the “Class Fee Invoices” button (you would click on “yes” if you wanted to invoice, even if they had been
invoiced before).

Process Required Registration Fees into Invoice (right side of screen)

To process an invoice for all those students who have not yet paid their registration fees.

Select Year

Select Grade Level and then click on “Required Reg. Item Invoices”
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Financial Information > Location Financials > Fee Processes > Online Fee Entry

Use this screen to set up Products (or Packages of products) for payment on the “my.DSD” web site.
To use the Grade Level section, Load Grades for your school and then enter the grade levels that will use each product.
These fee types are either Optional (an example is shown below) or Required (an example is shown above).

A product must have a set price to be displayed online. Expiration dates are used only for Optional fee types.
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Financial Information > Location Financials > Fee Processes > Load Pre Invoice Students

Use this screen to load preschool students at your school.
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Financial Information > Location Financials > Fee Processes > Mass Fine Entry

1. Enter product number or select from product list of values ( ... list)
Enter an Amount and Override Description only if it applies to all students who will be listed.
2. Defaults to current location, to enter fines for a student at another location, click the District radial
button.
3. Type student last name or student ID, press enter on the keyboard, enter Amount and Comments
4. Create Invoice: click on Create Invoice to create fine invoices
Detail: click on Detail to view details of a student
Statement Report: This takes you to the Customer Statement report also found under the Reports
menu item
Paid/Not Paid Report: This takes you to the Who has/has not paid by product number report also
found under the Reports menu item
Dismiss
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Financial Information > Location Financials > Fee Processes > Mass Fine Entry (continued)

After you click on the detail button, the following screen appears:

1. *studentis not currently at this location
students listed by date fine invoice created displays any payment, credit, void or adjustment
history for highlighted student

2. Comments are required if issuing Credit/Void or Adjustment

3. Credit/Void line: highlight a student, type Comments (required), click on the Credit or Void line
button to issue credit or void a fine invoice.

4. Adjustment: highlight a student, type Comments (required), select Amount or Percent, enter
Adjustment Amt.

5. Click on the Adjustment button.

6. Dismiss
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Financial Information > Location Financials > Fee Processes > Teacher Fee/Fine Control

This screen controls whether teachers in
the school will be able to enter fines or
fees at this location.

There are three choices:
1-0Open
2 — Closed

3 —or Use a Date Range to determine
availability

If you choose number 3, enter the date
ranges in this section.

Save when complete.
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Financial Information > Location Financials > Year End Processes > Year End Roll

After May 1 of each year, you may begin receipting fees for the next school year.

Before you can do this, you must roll the products and packages to the next school year.

(After July 1, you MUST roll products and packages in order to use your cash register.)

The “From Year” and the “To Year” default to
current year and the next year. If you are doing
this process after July 1, you will need to change
the “From Year” back to the old year and the “To
Year” to the current year.

After you click the “Register Products Roll”
button and the process executes, the “School
Bucket Roll” button will activate. After you click
that button, the “On-Line Products Roll” button
will activate and then you can click on it as well.

Please click all three.

After May 1, you can change one or more registers to the new year and leave the rest in the current year (or you can

change the year on each receipt in the cash register if you choose).

To change the year you have to roll your product numbers first and then go to:

Financial Information
Location Financials
Location Utilities

Location Register Control

Select Register and change “Year For Work” to the next school year.
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