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Chapter 1:
General Information

In this chapter you will learn:

v’ Basics about PrimeroEdge System
v’ How to use this manual



Cybersoft Chapter 2: Dashboard

Introduction

Cybersoft Technologies created the innovative PrimeroEdge Cafeteria Solutions family of software products and
services to solve the wants and needs expressed by school food services experts. PrimeroEdge Cafeteria solutions
help you gain greater control of your operations by reducing expenses through productivity enhancements, ease
of training and increased accuracy.

The PrimeroEdge application provides the School Food Services Department with a technology infrastructure to
improve the quality of service and simplify the process of meal accounting and reporting. This versatile software
addresses the challenges faced in day-to-day operations with simple to use screens and user-friendly navigation
tools.

Key Features

= Point of Service — provides control and management of services offered in the school cafeteria, including:

= Free & Reduced Eligibility — provides scanning, processing, and organizing Free and Reduced Eligibility
applications including:

= Financials - provides creation and management of General Ledger entries and accounts, views of journal
entries and accounts, and generation of financial statements, balances and reports.

= Inventory — provides site and district warehouse inventory control, management and ordering including:

= Temperature Tracker — provides monitoring of various cooling systems for compliance with safety cooling
standards including:

Page 7

PrimeroEdge System Administration



Chapter 2: Dashboard

Cybersoft

How to Use This Manual

Icons used in this manual include:

Icon Name What it means
o NOTE Additional information on the use or function of the command or topic.
&y CAUTION! Information that is critical to the use of the function.

TIP Information that may help you use the function more effectively.

Special functions used in this manual include:

When you see...

8/30/2010

number or click the

You can...

Place the cursor in a date section, such as Month, and click the Akey to increase the
key to decrease the number.

Style conventions used in this manual include:

Item

Window name

Convention

Italics, title caps

Example

In the Report Viewer window, click...

Screen name

Italics, title caps

On the Create Orders screen...

Group name

Bold, capitalization as seen on

In the Delivery Information group...

screen In the Vendor Information group...
Field name Underlined, capitalization as seen  In Vendor, select a vendor.
on screen
In Comments, enter comment text.
Message “Italics, enclosed in quotes, “This is a new unsaved order.”
capitalization as seen on screen”
Button Graphic as seen on screen Click
-Get ltems
Click .
Menu name Bold, title caps The Orders menu is...

Menu selection

Bold, capitalization as seen on
screen

Select View/Modify Orders.
The View/Modify Orders selection...

Page 8
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Convention Example
Key names, key combination, Small caps TAB key
and key sequences ENTER key
Clickable hyperlink Blue, bold, italics, underlined Click the BatchNumber in the Batch # column.
Clickable icon Icon name followed by graphic Click Delete (E)'

Menus and screens offer:

Menu name Sites and Users

Manage Lsers

Menu Selection ¢ Manage Roles
Manage Regions
Manage Sites

Manage Site Types

Field
Screen Name
Site Code Site
|~ALL-[+] |-AL- [=]
Option Group ® Date Range
) Daily From: 7/6/2011 =]
© Monthly Month: | July  [~]| Year 2011[-]
@ Date Range From: 2/1/2011 Ta: 7/6/2011
Button ———— Apply
Group/List Name Edit Check List © Al @ Resolved @ Unresolved
Site | Date | Meal Type | Eligibility | Reason | Resolved | Options
201 02/21/2011 Breakfast Free Free - Fxceeds attendance factor EE=
201 02/21/2011 Breakfast Paid Paid - Exceeds attendance factor EHE
2mn 02/21/2011 Supper Free Free - Exceeds attendance factor ==
201 02/21/2011 Supper Paid Paid - Exceeds gttendance factor E;f:.
List controls . M IL||L| ILI Page size: 4 items |n 1 pages

Clickable Link Clickable Icon

Page 9
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How to Use List Display Controls

.
Manage Users L. .
listings on multiple pages.
Site: All; Role: All; Status: Active DISpIay Controls are provided

Add User Import User below the listings to move
e |
User Name .- First Name Last Name Email User Status Roles
owin. Adeline Active Cafeteria Manager
_ o et Tk — T The total number of items
Anita Adctive Cook . L.
— sngets e oo (listings) and the total
Amanda Adctive Cook number Of pageS Of |iStingS is
Aimee Active Cook
shown.
Anna Active Cook
— e e oot To use the list display
Barbara Adctive Cook
Beverly Active Cook COI‘ItI"OlS

|T\|T|@2 3456780910 ..[»| M| Pagesiza[10 +| |133item: in14 pageil
., — - p, — - r

= To change the number of
listings displayed on a
page, select a number
from the Page size: list.

= To display the last screen

of listings, click ) .

= To display the next screen

of listings, click 0 .

= To display a specific page
of listings, click number

button such as .

= To display the previous
screen of listings, click
[«

= To display the first screen

of listings, click s .
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Chapter 2
Dashboard

In this chapter you will learn how to:

v Identify the PrimeroEdge icon and login
v’ Access the Dashboard
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Open PrimeroEdge

On your desktop:
= Find the PrimeroEdge shortcut icon.

» Double-click the icon.

m The web login screen appears.

Primero

On the Primero Login screen:

Pl'imero Login @ » In Username, enter your Username.

= In Password, enter the password associated with
your username.

Username ;
« Click L2227,

Password

Login

Page 13
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Dashboard

The Dashboard screen appears after a successful login. This screen is accessed at any time by clicking
Dashboard on the top navigation menu.

Dashboard selection

Announcements pane My Messages pane

@ Primero Dashbo ges | My Profle | Training | Logout

Point of Service  Free & Redluced Financials Inventory Temperature Tracker  System

Dashboard

Announcements My Messages

Date Title Date Title

8/9/2010 Updated FRE Manual 2/14/2011 Order# 10223 approved
7/15/2010 Viewing/Printing Letters and Barcode Rosters 2/14/2011 Order# 10239 approved
6/24/2010 Scanner Installation 2/8/2011 Order# 10213 approved

4/15/2010 Updated Sturnt Billing Guide {with Quick Payment instructions) 111/2011 gr‘ er# 10007 approved

Announcement link Message link
Primero - View Message = Primero - View Message =
Date:  4/15/2010 Date:  1/11/2011
From: Cybersoft Support From: System Message
Title: Updated Student Billing Guide (with Quick Payment instructions) Subject: Order# 10007 approved
Please click here to download the updated Student Billing Guide. There is a Your order with Order# 10007 has been approved.

new Quick Payment function described on page 12 that you are going to LOVE!

The Dashboard offers two panes:
= Announcements — general messages for all users of Primero
= My Messages — specific messages to you about items in Primero

Clicking a link in the Title column in either pane displays the View Message dialog.

Page 14
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Navigate to System

When you log in to Primero you see one or more food services modules from Cybersoft Technologies that your
district has chosen to use. You will see one tab for each module.

To access the System module
= Click the System tab.

The System Home screen lists four (4) menus in the vertical menu navigation bar on the left of the screen.

Menu navigation bar System tab (module)

System home page

@ Primero Jashboard Messages My Profile Training Logout

Point of Service  Free & Reduced Financials Inventhry Temperature Tracker REGEN

Sites and Users Home Page
L System Administration

Configuration | D sites & Users

System Tools 0 Permissions
2 Data Exchange
2 Configuration

& Note: When you log on with your username and password, you may see a subset of the menus shown above.
Also, you may not see all menu selections that are shown in this manual. The menus and functions that you have
access to are those appropriate for your role with PrimeroEdge.
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[System)] Sites and Users

In this chapter you will learn how to:

Create user names

Update user profiles

Activate and de-activate user names
Import a file of user names

Create user roles

Change permissions set up for a user role
Create regions or districts

Manage regions or district details
Create sites

Manages site details

Create site types

ANA N N NA N N 0 0 N N N

Manage site type details
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Topic: Manage Users

Manage Users imports a file of user names or

Sites and Users adds an individual name for a user(s) of

é Manage Users

Manage Roles
Manage Regions
Manage Sites

Manage Site Types

PrimeroEdge modules.

On the Manage Users screen:

Site: All; Role: All; Status: Active " By defaUIt’ user names are
sorted by user name.
Add User Import User
+

e I

User Name . First Name Last Name Email User Status Roles ShOW Search conditlons

a Adeline Active Cafeteria Manager

a Amanda Active Cook

Ak Anita Active Cook

a Angela Active Cook

al Amanda Active Cook

a Aimee Active Cook

al Anna Active Cook

3 —— Arlene Active Cook

b Barbara Active Cook

J Beverly Active Cook

W« 2 24567891 .. b M Pagesize:lE‘ 121 items in 14 pages
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Users Listings

User Mame - First Name User Status Roles

Adeline . Active Cafeteria Manager

Amanda Cook

Each listing in Users includes:

v View only; user’'s given name ‘

v View only; user's complete email address ‘

View only; all user roles assigned to User Name; user roles are created
through Manage Roles on the Sites and Users menu.

Page 18
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Displaying All User Names

Sites and Users

On the Sites and Users menu:

Manage Users £ = Click Manage Users.

Manage Roles
Manage Regions
Manage Sites

Manage Site Types

. e
Manage Users )
alphabetical order.

Site: All; Role: All; Status: Active
User name listings may be
Add User Import User . .
displayed on multiple pages.
User Name - First Mame Last Name Email User Status Roles
asmith sch212 Alexus Smith Active Inventory Manager
b Brian Active Director
b g Barbie i Active Secretary
gjones sch505 Carolyn Jones Active Inventory Manager
c Connie Active Cashier
cl - Carmen Active Secretary
i, Cindy Active Cashier
l— Debbie Active Cashier
dies Dave Active Cashier
i Debbie Active Central Office
H < m 224 ) M Pagesize ‘107-| 37 items in 4 pages
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Searching for a User Name

||

Site: All; Role: All; Status: Active
Add User Import User

User Name - First Mame Last Name Email User Status Roles

asmith sch212 Alexus Smith Active Inventory Manager
b Brian Active Director

b g Barbie RREY Active Secretary

tjones sch505 Carolyn Jones Active Inventory Manager
£ Connie Active Cashier

cl - Carmen Active Secretary

s, Cindy Active Cashier

<[ Y Debbie Active Cashier

s Dave Active Cashier

i Debbie Active Central Office

Woa[zser M rFgesie 10 7]

37 items in 4 pages

On the Manage Users screen:

+
= Click . to display search

conditions.

|

In Search Criteria:

Search Criteria . .
In Site Code and Site, select a

Site Cc»de¢ Site * . .

[-aL-[-] [-ALL- =l site code or site name.
First Name / Role Status \. In First Name enter a
(gary ) i =] [Active [] o

A A A complete or partial first name.

Add User | u : . ".\

S ——— . -, = In Role, select a role.

* In Status, select a status.

User Name - First Name Last Name Email User Status Roles

a A\.exus A:tive In.\rentoryManager C|ick )

b Brian Active Director

b Barbie Active Secretary

v Carolyn Active Inventory Manager

[« Connie Active Cashier

[4 Carmen Active Secretary

[4 Cindy Active Cashier

di Debbie Active Cashier

d Dave Active Cashier

d Debbie - Active Central Office

W «[1]z 24 » M Pagesi= 37 items in 4 pagas
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I Manage Users I

Site: All; First Name Like: gary; Role: All; Status: Active

Add User Import User

_~

User Name First Hame Last Name Email User Status Roles >
au Gary Active Cashier
a Gary Active Cashier p

All User Name listings with the
selected search conditions are
displayed in the Users list.

Adding a User Name

||

On the Manage Users screen:

User Status

Organization Level Select an Organization Level E”(

Language English |Z|
Theme SeleclathemeE

[Gusousr ] -

Site: All; Role: All; Status: Active . .
= Click the Add User link.
Addtser Import User
User Name - First Name Last Name Email User Status Roles
asmith sch212 Alexus Smith Active Inventory Manager
b Brian Active Director
D g Barbie tras Active Secretary
gones sch505 Carolyn Jones Active Inventory Manager
[« Connie Active Cashier
cl - Carmen Active Secretary
T Cindy Active Cashier
1| Debbie Active Cashier
Qinu Dave Active Cashier
s Debbie Active Central Office
M« 2 24 M F'GEES‘ZE:‘W '| 37 items in 4 pages
In the Edit User dialog:
= In User Name, enter a
Complete username.
[ Primero - Edit User 7 In First Name, enter the
= user’'s complete first name.
User Profile Password
User Name | : — — In Last Name, enter the user's
First Name ; fim-Pasawerd complete last name.
Last Name | :
Middle Initial :__:::I— ———————————————————————————————— - H- - - -= In Middle Initial, enter the
Email | | =

\ user's middle initial.

» In Email, enter the user’s

\ complete email address.

= In Organization Level, select
a level.

Page 21
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Primero - Edit User

User Profile

User Name

First Name

Last Name

Middle Initial
Email

User Status
Organization Level
Language

Theme

Glenn.miller

Glenn

Miller

A

gmiller@school.edu

Site

&

English [=]

Select a theme E|

Password

Password

Confirm Password |

»

m,

User Roles

[Clcashier

il Secretary
[Clinventory Manager
[Cwarehouse manager

The User Roles group appears
and includes user functions that
correspond to the selected
organization level.

Ei Primero - Edit User

User Profile

User Name

First Name

Last Name

Middle Initial
Email

User Status
Organization Level
Language

Theme

]

Glenn.miller

Glenn

Miller

A

gmiller@school.edu

Site

&

English [+

Password

Password CIITTYTYTY

Confirm Password ~ essssssss

User Roles
ICLLERCTLEPETTEEPEEN
EDCashier

:DSecretary

m,

Cannnpununt

.
.
o

[#linventary Manager
[Cwarehouse manager,
SuunEAnaRa R Ad S

e

Select a theme Ell
[E—_ =S

In User Roles, select one or
more roles (add check mark).

In Language, accept English
or select a language.

In Theme, select a theme.

[=] Primero - Edit User

User Profile

User Name

First Name

Last Name

Middle Initial
Email

User Status
Organization Level
Language

Theme

w
g

Glenn.miller

Glenn

Miller
A

gmiller@school_edu

Site

=]

English [+]
Select a theme |Z|

Password

»

Password

Confirm Password  |essssssss

User Roles

[Clcashier
[CISecretary

mn

[¥IInventary Manager
[Clwarehouse manager

In Password, enter a
password to associate with
the User Name.

In Confirm Password, re-
enter the password.

In User Roles, select one or
more user roles to set up
permissions (add check
marks).

-
Click .
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% Primero - Edit User ‘

i

User has been added successfully

User Profile

User Name

First Name

Last Name

Middle Initial
Email

User Status
Organization Level
Language

Theme

Glenn.miller

Glenn

Miller

A

gmiller@school.edu
ACTIVE

Site

English E|
Select a theme E

User Organization Positions

CENTRAL OFFICE
S HIGH S
W i SCH

PP

CHOOL
00L

© HIGH SCHOOL

Password

Password

Confirm Password

User Roles

[Clcashier

il Secretary
[inventory Manager
[Cwarehouse manager

A success message appears.

Language

Theme

English E
Select a theme E|

Dwarehouse manager

- i SCHOOL
© ELEMENTARY SCHOOL
% Primero - Edit Userli E
User Profile Password
User Name Glenn.miller Password
First Name Glenn Confirm Password . .
In the User Organization
Last Mame Miller ..
Middle Initial A . Positions group:
Email gmiller@school.edu
[Clcashier
User Status Active [ Secretary
Organization Level | Site |E|| Flinventory Mznager = In the list of sites:

User Organization Posilions/

* Select a site.

9 ELEMENTARY SCHOOL
aala HIGH SCHOOL
BISSS | S SCHOOL

Update User || De-Activate User

* Click Move To ( ) ) to
add the site to the list of
organizations the user
name is allowed to view.

~
. Click [wosevenr]
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[=] Primero - Edit User

User Update Successful

User Profile

User Name

First Mame

Last Name

Middle Initial
Email

User Status
Organization Level
Language

Theme

Password

Glenn_Miller Password
Glenn Confirm Password
Miller
A User Roles
gmiller@school edu

. [CIcashier
Active [[Isecretary
Site E‘ [linventary Manager

English |Z|
Select a theme |z|

User Organization Positions

Dwarehouse manager

CENTRAL OFFICE
" HIGH SCHooL
0 sCHOOL

el ELEMENTARY SCHOOL

HIGH SCHOOL L

The selected site is moved to the
list of allowed sites.

= Add more sites as needed.

= Remove a site by selecting the
site in the allowed sites list

and click .
When all sites are listed:

~
. Click [wosevesr]

Update User De-Activate User

An update success message
appears.

= Click Close ([E2]) to close the
Edit User dialog.

Importing a User Name File

||

Add User Import User

Site: All; Role: All; Status: Active

&

On the Manage Users screen:

= Click the Import User link.

<

User Name First Name Last Name Email User Status Roles

asmith sch212 Alexus Smith Active Inventory Manager

b Brian Active Director

e Barbie . Active Secretary

gones sch505 Carolyn Jones Active Inventory Manager

c Connie Active Cashier

cl Carmen Active Secretary

s, Cindy Active Cashier

di Debbie Active Cashier

yns Dave Active Cashier

s Debbie Active Central Office

M «[1]23 4 p M Pagesie 37 items in 4 pagas
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Upload File

Please import a Tab-Delimited File only

Import Users

On the Import Users screen:

Upload File | <€

. Click

[Z] Upload File

E

Allowed extensions: txt, _csv, tsv

Select <

In the Upload File dialog:
= Click :

In the Choose File to Upload
dialog:

Organize « Mew folder

= v w—7 = Use standard Windows

4 Downloads =

‘E—-_ﬂ Recent Places

Mame

= Libraries
@ Documents
le Music
[ Pictures
4 videos

[ & Com puter
£, Local Disk (C3)

| AllNames

Date modifi

navigation techniques to
select the file to upload.

5/16/2011 2:06 PM

. 001_UserMames

n »

File name:  AllNames

~ [AllFiles ) -
[ 0|:n Iv] [ Cancel ] .
i . Click _

Eﬂ Upload File

(83

Allowed extensions: txt,_csv. tsv

In the Upload File dialog:

CA001_UserMamestAllMames.t Select

Upload |«

. i 3]
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| Import Users I

Upload File

Please import a Tab-Delimited File only

Upload File

Uploaded File: AllNames txt

Preview Cancel

On the Import Users screen:

= Click to determine

how the file names will
import.

names.

to import the

Changing a User Profile

J—

Search Criteria On the Manage Users screen:
|S'te Codeﬂ |S'te = = Use the Search Criteria or list
—-ALL - —-ALL -

display controls to display a
First Name Role Status U N t h
glenn All E” |Active E” ser Name to change.
Add User Import User
— = Click the UserName link to
UserNale First Name Last Mame Email Use.rStatus Roles display the Ed[t User d|a|og,
Qi Ed Active Cashier
a Gary Active Cashier
Glenn.miller Glenn Miller Active Inventory Manager
a Gary Active Cashier
GWilliams Sch005 George Williams Active Inventory Manager
h Helen Active Superintendent Secretary
i — JoAnna Active Secretary
Jeff Adtive Cashier
I Jeff Adtive Cashier
JoBeth Active Secretary
K 4 13 4 b M Pagesize: |1g—v| 38 items in 4 pages
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User Status
Organization Level
Language

Theme

Active
Site [=]
English [+]

User Organization Positions

% Primero - Edit User I @
— S —

~— —~ 3
User Profile Password
User Name Glenn.Miller Password d
First Name Glenn Confirm Passwaord
Last Name Miller

) - N\

Middle Initial A .
Email gmiller@school_edu

[Ccashier
>

[CIsecretary
[¥lInventary Manager
[Clwarehouse manager

CENTRAL OFFICE

- SCHOOL

WA HIGH SCHOOL

SCHOOL
ELEMENTARY SCHOOL

o AR i e

[

B HIGH SCHOOL H

HIGH SCHOOL >

Update User || De-Activate User

In the Edit User dialog, do one or
more of the following:

= In the basic profile
information, make changes to
the user name, email, or other
information as needed.

= In Password, enter a new
password to override the
existing password.

= In User Roles, select or clear
user roles, as needed.

———= In User Organization

Positions, add or remove
allowable sites, as needed.

'
Click .

% Primero - Edit User

User Update Successful

User Profile

User Name Glenn.Miller

First Name Glenn

Last Mame Miller

Middle Initial A

Email gmiller@school edu

User Status Active

Organization Level | Site |Z||
Language English E

User Organization Positions

Password

Password

Confirm Password

User Roles

[[cashier
[[secretary
[Finventary Manager
[Flwarehouse manager

S HIGH SCHOOL CENTRAL OFFICE
S R SCHOOL 9 ELEMENTARY SCHOOL
©© HIGH SCHOOL

% AR SCHOOL

- HIGH SCHOOL

Joe | SCHOOL

Update User || De-Activate User

A success message appears.

« Click Close ([E2]) to close the
Edit User dialog.
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De-Activating a User Name

Search Criteria

Site Code Site

[-aw-[] [-aL-

]

On the Manage Users screen:

= Use the Search Criteria or list

First Name

Role

glenn

Add User Import User

All

Status
E” |Active E”

display controls to display a
User Name to change.

— » Click the UserName link to

Organization Level | Site

]

Language English |Z|
Theme Select athemeE

User Organization Positions

[#linventory Manager
[Clwarehouse manager

S SCHOOL

SIS SCHOOL

ST HIGH SCHOOL

© " HIGH ScHoOL
SRR SCHOOL
ot HIGH SCHOOL

CENTRAL OFFICE
feis 0 ELEMENTARY SCHOOL

User Name First Name Last Name Email User Status Rales . . .
K display the Edit User dialog.
Qi Ed Active Cashier
aq Gary Active Cashier
Glenn.miller Glenn Miller Active Inventory Manager
a Gary Active Cashier
GWilliams Sch005 George Williams Active Inventory Manager
h Helen Active Superintendent Secretary
[innen JoAnna Active Secretary
Jeff Active Cashier
i Jeff Active Cashier
i JoBeth Active Secretary
K« 1[2]3 ¢ » M Pagesize: 38 items in 4 pages
[=] Primere - Edit User =
User Profile Password
User Name Glenn Miller Password
First Name Glenn Confirm Password
Last Name Miller
Middle Initial A
User Roles
Email gmiller@school_edu
[Clcashier
User Status Active [CISecretary

On the Edit User dialog:

-
= Click .

~
. Click [orsewse]

Update User || De-Activate User
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() Primero - Edit User = INACTIVE" appears in User
Status.
User Profile Password
User Name Glenn.Miller Password .
» Click Close ([£3]) to close the
First Name Glenn Confirm Passwaord . . ( )
Last Name Wilar Edit User dialog.
Middle Initial A .
Email gmiller@school_edu
User Status | INACTIVE I Sg:::];;w
Organization Level | Site |ZH ‘w”::;zmzﬂ::‘;g:rer
Language English |ZH 9
Theme Selecta theme|Z|

User Organization Positions

" HIGH SCHOOL - CENTRAL OFFICE

. SCHOOL {0t ELEMENTARY SCHOOL
© HIGH SCHOOL

#e A  SCHOOL

- HIGH SCHOOL

B 8 SCHOOL -

Il
Search Criteria

Site Code Site

[-AL-[] -AL- &

First Name Role

Status
Al [ | inactive[<]

Add User Import User

First Name Last Name Email User Status Roles

User Name .

Glenn.Miller Glenn Miller Inventory Manager

I Disabled I

Displaying all user names with an
inactive status shows the User
Name disabled.
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Activating a User Name

I

Search Criteria On the Manage Users screen:
Site Code Site
EETEEE BT = = Use the Search Criteria or list
Faisi{Natne pde 5 ﬁt:;:;mE' di.splay controls to display a
disabled User Name to
change.

Add User |mport User

—— = Click the UserName link to

User Name First Name Last Mame Email User Status Roles M ; H
i display the Edit User dialog.
b Barbie Disabled Secretary
Glenn.Miller Glenn Disabled Inventory Manager
i Darlene Disabled Cashier
K Kimmie Disabled Cashier
% Primero - Edit User X7
User Profile Password
User Name Glenn Miller Password
First Name Glenn Confirm Password
Last Name Miller
Middle Initial A T s
Email gmiller@school.edu
[Ccashier
User Status INACTIVE [CSecretary
Organization Level  Site |ZH Hinventory Manager
[Clwarehouse manager

Language English |Z|
Theme Select athemeE

User Organization Positions

" HIGH SCHOOL - CENTRAL OFFICE
. acHoOL H o ELEMENTARY SCHOOL

“© HIGH SCHOOL

S TN SCHOOL

©© HIGH SCHOOL

45 SCHOOL - In the Edit User dialog:

. .
Update User g « Click .
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[=] Primera - Edit User s: Inactive

i

User Profile

User Name Glenn Miller

First Name Glenn

Last Name Miller

Middle Initial A

Email gmiller@school_edu
User Status

Organization Level | Site

o]

Language English |Z|
Theme Select athemeE

User Organization Positions

Password

Password

Confirm Password

User Roles

[¥lInventary Manager
[Clwarehouse manager

" HIGH SCHOOL
00 sCHoOL

“ " HIGH SCHOOL
P MRS 15 SCHOOL
{9 HIGH SCHOOL

g

CENTRAL OFFICE
“o  ELEMENTARY SCHOOL

Update User De-Activate User

User Status now reflects

"ACTIVE".

- Click

[=] Primero - Edit User s: Inactive

|

User Update Successful

User Profile

User Name Glenn.Miller

First Name Glenn

Last Name Miller

Middle Initial A

Email gmiller@school.edu

User Status ACTIVE

Organization Level | Site

=]

Language English E|
Theme Select a theme E

User Organization Positions

Password

Password

Confirm Password

User Roles

ventory Manager
[Cwarehouse manager

5 HIGH SCHOOL
e SCHOOL

“ - HIGH SCHoOL
IS MmN ¥ SCHOOL
S HIGH SCHOOL

T A SCHOOL

CENTRAL OFFICE
“ ELEMENTARY SCHOOL

De-Activate User

An update success message
appears.

« Click Close ([E2]) to close the
Edit User dialog.
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Topic: Manage Roles

Manage Roles creates and manages various

Sites and Users templates of permissions that define which
functions a role is allowed to perform or to which
Manage Users to have access. User roles are typically assigned to

a User Name when the User Name is created.
é Manage Roles

Roles offer a quick method for setting up
Manage Regions permissions for User Names.

Manage Sites

Manage Site Types

on the Manage fofes screen:
anage Roles
Add Rale

= By default, all existing roles
N
corresponding level of access
Role Description Access Levels
Director District permISS|onS-
Cashier Site
Central Office District
Secretary Site
Superintendent Secretary District
Inventory Manager Site
warehouse manager Site
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Role Types

Role Description Access Levels

Directar District

Cashier Site

Each listing in Roles includes:

Clickable link; role name; click to display the Edit Role screen; use the Edit Role
screen to change role details, such as access to module functions

View only; lists the access permission level:
* District — includes ability to access all sites in the district
* Region - includes ability to access all sites in the region
* Site — ability to only access individual site
*

State - ability to access all sites in all regions/districts within the state (*West
Virginia only)
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Granting Permissions

Select Permissions

Functions By Module

| Module: Financials

¥ Module: Free & Reduced
| Module: Inventory

' Module: Point of Service
| Module: System

-

WoW W W W WY

Module: Temperature Tracker

Permissions are grouped by
Module.

To grant permission to all
functions available in a single
module, the module option is
selected (add check mark).

To grant permission to selected
functions in the module, leave the
option cleared (no check mark).

v V' Module: Free & Reduced
> v Categery: Administration
v v Categery: Applications

Remove Application From A Batch FRE Temporary Approvals Smart Bin
FRE Master Index Direct Approval

v " Category: Compliance

DlsAudnur Dr&anageAudﬂorg

M Category: Online Application
M Category: Reports

Within a Module, permissions are
grouped by Category. A single
category can have one or more
individual functions.

To grant permission to all
functions in a single category,
select the Category option (add
check mark).

To disallow access to all functions
in a category, clear the Category
option (remove check mark).
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£ v v vV

¥ Module: Free & Reduced

v Category: Administration
¥ Category: Applications
r Category: Compliance

M Category: Online Application

v Category: Reports

Scan

Var\f',r

Process

[#IReduced Meal Rates
[CImaster index

Send Notification
Tempu rary Applications
FRE Reports

Direct Certification
Change Eligibility Status
Force Check In A Batch
Student Application Search

Export Motifications

Import application information
Sibling Status Report
[Clvaiigate

Vermcatm n Sampling
Tracklng

FRE Configuration Settings
Smart Bin

Direct Approvals

[¥] auat

[Clpetete Baten

Grace Period Letters

[¥]students on hoid

Mﬁp Forms
D Pre Approve Applications

Pre Approved No ID List

Pre Approval Modify Application

Pre Approval Modify No ID Student
Pre App Change School for Mo ID Student
Pre Approval Delete No ID Student

Pre App Change School for Application

I.lanage Editable Letters

[¥] wiaska PFD Amount

D Print Application Image From Tracking

Online Application Letters

To grant permission to selected
functions in a Category, select
one or more individual function
options (add check mark(s)).
Notice that the Category option is
selected (check mark applied) but
has a gray outline to indicate that
permission is not granted to all
functions in the category.

When permission to access all
functions in the Category is
granted, the Category option is
selected but has no gray outline.

@ NOTE

See Appendices A-D: Module Permissions to see descriptions of each permission option included in each
PrimeroEdge Module.
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Displaying Existing Roles

Sites and Users

Manage Users
Manage Roles
Manage Regions
Manage Sites

Manage Site Types

On the Sites and Users menu:

= Select Manage Roles.

| Manage Roles |

Add Role

Role Description

Access Levels

Director
Cashier

Central Office

Secretary
Superintendent Secretary
Inventory Manager

warehouse manager

District
Site
District
Site
District
Site
Site

All existing user roles are listed
in Roles with the
corresponding access level.

Viewing Role Details

| Manage Roles I

Add Role

Role Description

Access Levels

Director

LCashier

Central Office

Secretary
Superintendent Secretary
Inventory Manager

warehouse manager

District
Site
District
Site
District
Site
Site

On the Manage Roles screen:

——— « Click a RoleDescription link

in the Role Description
column.
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- The Edit Role screen displays:

Role Description Role Organization Levels

Regonsl Drectr Flste DRegon Cbisrict Dstate = Role Description
Is System Role
p— ] = Role Organization Levels — all
[ rencions g o enabled roles have a
> — I Module Financials
P Mo e e = Permissions — all enabled
lodule: Inventory
> — ¥ Module Point of Service
> I Module: System modules have a .
> — I Module: Temperature Tracker

iy =Primm=mnm~ ebpage Dialog —————(

Role Description Role Organization Levels il
Regional Director
9 [isite [Region [lDistict [State

Is System Role

Permissions

‘ | Functions By Module

Module: Financials
Module: Free & Reduced
Meodule: Inventory

<y v v

Expand an enabled module to
Module: Point of Service . .
¥ Cotegory Adminiseaton view all enabled categories.

¥ ¢ategory: Management

V' Category: Patrons

¥ Category: POS Reparts
v __Category: Student Billing
Module: System

> — [T Module: Temperature Tracker

aff vy v Y Y mlhan

Training Product Permissions [CIFRE

pdate Role
« i, r

Ipﬁl Expand an individual enabled

Role Description Role Organization Levels = Category to V|eW a” enabled
Regional Director [[site [TRegion [District [¥State .. .
[ 1s System Role permission OpthﬂS.

Permissions .

Functions By Module

Module: Financials
Module: Free & Reduced
Module: Inventory

€ v v v

Module: Point of Service
¥ _Category: Administration

Yanan

¥ Category: Management

m

[ZIPayments import  [ZIFSA Export [#Iwanage Program

alance Import odexo Vender Export rogram Configuration

> ¥ Category: Patrons
> ¥ Category: POS Reports
> ¥ Category: Student Billing
> T Module System
> — [T Module: Temperature Tracker

ng Product Permissions EIFrRe

g
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Adding a Role
Lo ]

On the Manage Roles screen:

Add Role <€

Role Description Access Levels
Director District
Cashier Site

Central Office District
Secretary Site
Superintendent Secretary District
Inventory Manager Site
warehouse manager Site

= Click the Add Role link.

Rale Description Role O Level

R I Direct
egional Director [Csite  [IRegion [District Stale]

On the Edit Role screen:

= In Role Description, enter a
name for the new role.

[T Is System Role

Select Permissions ‘

Functions By Module

I

v I Module Financials

v — [T Category: Accounts Receivable

(O accounting

v — [ Module Free & Reduced
v [T Category: Administration

[THousehold Letters.

v I Category: Applications }

[Tl Remove Appiication From A Batch  [JFRE Temporary Approvals [ Smart Bin
[CIFRE aster Index [Coirect Approval

v [T Category: Compliance

[Dis avator  [manage audttors

v [ Category: Online Application

[T oniine Apps Administrator

v I Category: Reports

[Fscan [Tlimport application information [/ Map Forms }

Create New Rol:

= In Role Organization Level,
select one or more levels (add
check mark).

= In Select Permissions, select
one or more permission
options in the various
modules and module
categories.

ok [asmenonron]
= Click .

« I 3
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Role Update Sucessfull

Role Description Role Ot Levels

Regional Director

Is System Role

Permissions

[Isite [CRegion [District ¥State

= p——

Medule: Financials

Madule: Free & Reduced

Categery: Administration
Category: Applications
Categery: Compliance
Category: Online Application
Category: Reports

AT ATA

Category: Students
Module: Inventory
Medule: Point of Service

aTmaY Y Y Y Y Yan

Module: System

Module: Temperature Tracker

vov v v

An update success message
appears.

Changing Role Details

I Manage Roles |

On the Manage Roles screen:

Add Role

Role Descripti Access Levels
MK District
Cashier Site

Central Office District
Secretary Site
Superintendent Secretary District
Inventory Manager Site
warehouse manager Site

» Click a RoleDescription link
in the Role Description
column.

ng, Primero - Edit

| Role Description

Secretary
Is System Role

Permissions

‘ ‘ Functions By Module

™ Module: Financials
M Module: Free & Reduced
» M Category: Administration

<

> — ¥ Category: Applications
v — W Category: Compliance

Is Audtor Manage Auditors

> ¥ Category: Online Application
' Category: Reports

¥ Category: Students
Module: Inventory

Module: Point of Service

Medule: System

vvvv
amEnt Y

Module: Temperature Tracker

Training Product Permissions

Update Role
« . r

[CIFRE

On the Edit Role screen:

= Make changes to the
following as needed:

* Role Description

* Role Organization Levels

* Permissions

-
= Click L
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Secretary
[ 15 System Role

Parmissions.

Functions By Module

| Role Update Sucesshl ﬂ
Rola Deoorgon Role Organization Levels

Miste “Regon “Distnct [CiState

> — T Module Financisls
v [P] Motule: Free & Reduced
> ¥ Cotegory: Administration

F  Category: Applications
w | Category: Compliance

[
> — P Category: Online Application
> ¥ Category: Reports

> P Cotegery Students
Module: Inventory

| Module: Point of Service

R Module: System

Vv ov v

™ Module: Tempersture Tracker

Training Product Permissions

Update Role

IFRE

An update success message
appears.
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Topic: Manage Regions

Manage Regions displays and manages regions or

Sites and Users groupings of sites. Large districts are typically
divided into groups, sometimes called “areas” or
Manage Users “regions”. This function allows for working with just

those sites within a region or area.
Manage Roles

é Manage Regions

Manage Sites

Manage Site Types

Iy | "™ Menage fegions screen:

@ Show All ) Show Only Districts - By default, all regions and
T districts are shown in the
Regions list.
Region Mame Region Description Organization Level Parent Region
SCHOOLS District
Regions Listings
Region Name Region Description Organization Level Parent Region

District

Each listing in Regions includes:

Clickable link; name assigned to region by the district; click the link to view
or change region details

View only; brief description of the region assigned by the district

View only; reporting level of the organization

View only; organization to which the district reports
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Displaying All Regions

Sites and Users

Manage Users

Manage Roles

Manage Regions <€
Manage Sites

Manage Site Types

On the Sites and Users menu:

= Select Manage Regions.

| Manage Regions I

@ Show All © Show Only Districts
Add Region

Region Mame Region Description Organization Level Parent Region

SCHOOLS District

All existing regions are listed in
Regions with each
corresponding organization level.

Displaying All Districts

Sites and Users

Manage Users

Manage Roles

Manage Regions <€
Manage Sites

Manage Site Types

On the Sites and Users menu:

= Select Manage Regions.
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I Manage Regions |

@ Show All  © Show Only‘DlslncT.s

Add Region

Region Mame

Region Description

QOrganization Level Parent Region

SCHOOLS

District

On the Manage Regions screen:

» Choose Show Onl
Districts.

All districts are shown in the
Regions list.

Displaying Region/District Details

I Manage Regions I

@ Show Al ) Show Only Districts

On the Manage Regions screen:

= Click a RegionName link in

Add Region

Regions

Region Mame

Region Description

Organization Level Parent Region

SCHOOLS

District

the Region Name column.

% Primero - Edit ﬂc‘

b N

-

»

Region Name

- -

'SCHOOLS

Region Description

- -

'SCHOOLS

Organization Level

District

Parent Region

[
[=]

Is ParentOnline

Enabled?

Distict Code

Address Line 1 b

Address Line 2

City
Zip »

State

Bt SRR

Update Region L

The Edit Region screen appears
with the region/district details
displayed.
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Adding a Region

| Manage Regions I

@ Show All ©) Show Only Districts

On the Manage Regions screen:

Add Region <€

Region Mame Region Description QOrganization Level Parent Region

SCHOOLS District

= Click the Add Region link.

% Primero - Edit Region

Region Mame lMaintenance Region 1 ]|

Region Description Maintenance Facilities Support |
Organization Level Region E (
Parent Region Lone Star Schools EH(

Is ParentOnline D(

Enabled?

Create Region

In the Edit Region dialog:

= In Region Name, enter a
name.

= In Region Description, enter
a brief description of the
region.

» In Organization Level, select
"Region”.

= In Parent Region, select the
level of which the region is a
member.

= In Is ParentOnline Enabled?,
select (add check mark) if
Parent Online is available ;
otherwise leave cleared.

-
. Click [cesereson]

|=] Primere - Edit Region

Region Updated Successfully

Region Mame Maintenance Region 1

Region Description Maintenance Facilities Support

Organization Level Region ﬂ

Parent Region Lone Star Schools E|
Is ParentOnline

Enabled? A

Update Region

An update success message
appears.
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Adding a District

N —

screen:
@ Show Al ) Show Only Districts
Add Region < = Click the Add Region
link.
Regions
Region Mame Region Description QOrganization Level Parent Region
SCHOOLS District
In the Edit Region dialog:
= In Region Name,
Primero - Edit Region S / enter a name.
Region Name [Lone Star Schools } /- In Region
Region Description [A school district in far west Texas }— Description, enter a
Organization Level District E( i brief descrlpt|on of
. the region.
::'a';em R?ITH - E—”( \\\ 9
s ParentOnline . .
Enabled? V<€ = In Organization
Level, select "District”.
Distict Code LSS-001 « In Parent Region
Address Line 1 12345 Bucking Bronco Way N select the level of
Address Line 2 Suite 3500 which the region Is a
City Pecos member.
Zip 12345

» In Is ParentOnline

SEE Enabled?, select (add

check mark) if Parent
Oniine s avaiabie
otherwise leave
cleared.
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Primero - Edit Region

Region Mame Lone Star Schools

Region Description A school district in far west Texas

Organization Level | District E|

Parent Region | v

- =

Is ParentOnline
Enabled?

Distict Code lLSS~UU1 :

Address Line 1 [12345 Bucking Bronco Way

Address Line2 [ Suite 3500

)

City [ Pecos }

= In District Code,
enter the district’s
unique identifier.

= In Address Line 1
enter the street
address of the district
office.

= In Address Line 2
enter secondary
address information
such as suite or office
number.

Zip l 12345 !
State = E

Create Region

= In City, enter the city
in which the district

\ office is located.

= In Zip, enter the zip
code in which the
district offices are
located.

» In State, select the
state in which the
district offices are
located.

~
. Click [cesemesn]

% Primero - Edit Region

Region Updated Succe

ssfully

Region Name
Region Description
Organization Level

Parent Region

Is ParentOnline
Enabled?

Distict Code
Address Line 1
Address Line 2
City

Zip

State

Lone Star Schools

A school district in far west Texas
District E|
— [=]

LSS-001

12345 Bucking Bronco Way

Suite 3500
Pecos

12345

Update Region

An update success
message appears.
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Changing Region/District Details

I Manage Regions I

@ Show Al ) Show Only Districts

Add Region

Regions

Region Mame

On the Manage Regions screen:

Region Description

QOrganization Level

Parent Region

SCHOOLS

District

= Click a RegionName link.

E Primero - Edit Region

Region Name
Region Description
Organization Level

Parent Region

Is ParentOnline
Enabled?

Distict Code
Address Line 1
Address Line 2
City

Zip

State

Lone Star Schools

=5
)

A school district in far west Texas

District ﬂ
= =

LSS-001

12345 Bucking Bronco Way

Suite 3500

Pecos

12345

J

In the Edit Region dialog:

—— = Make changes to
region/district details.

Update Region |[<¢

-
. Click [eereaon]
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Topic: Manage Sites

Manage Sites adds new sites and manages
Sites and Users existing sites.

All district sites are included in Manage Sites.

Manage Users

Manage Roles

Manage Regions

é Manage Sites

Manage Site Types

On the Manage Sites screen:
Manage Sites
Region Site Type = By default, all existing sites
| + All Site Types Apply . .
=] =] are displayed in the Manage
Add Site Sites list—both active and
nactive stes
Sites
Site Mame Site Description Region Site Type ?ﬂh::l f:ctlve - Apply refreshes the screen to
CENTRAL OFFICE CENTRAL OFFICE Central Office True d|sp|ay all sites that match the
Elementsty i search conditions.
P— School
HIGH SCHOOL HIGH SCHOOL High School True
HIGH SCHOOL HIGH SCHOOL High Schoal True
5CHOOL SCHOOL Middle School True
SCHOOL SCHOOL Middle School True
SCHOOL SCHOOL Middle School True
HIGH SCHOOL HIGH SCHOOL High School True
ELEMENTARY SCHOOL ELEMENTARY SCHOOL Elementary True
School
L. HIGH SCHOOL HIGH SCHOOL High Schoal True
WeREHOUSE WAREHOUSE Warehouse True
WAREHOUSE2 WAREHOUSE2 ‘Warehouse True
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Sites Listings

Manage Sites

Region Site Type
s o] | AnsiteTypes [ | Ay ]

Add Site
. . A . . School Is
Site Mame Site Description Region Site Type Code Active
CENTRAL QFFICE CENTRAL OFFICE Central Office True

Elementary

]}

Each listing in Sites includes:

View only; name assigned to the site by the district

View only, complete description of the site assigned by the district

View only; area of which the site is a member

View only; brief description of site function/purpose

View only; site identifier assigned by the district

NS IEN NN N

View only; indicates if the site appears in the list of available sites for all
functions:

* True - site is active and appears in all functions

* False —site is inactive and does not appear in functions
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Displaying All Sites

Sites and Users

Manage Users

Manage Roles

Manage Regions

Manage Sites <%

Manage Site Types

On the Sites and Users menu:

= Click Manage Sites.

| Manage Sites

Region Site Type

E‘ | All Site Types

=] [awe ]

. . ; School Is
Site Name Site Description Region Site Type Code Active
CENTRAL OFFICE CENTRAL OFFICE Central Office True
Elementary
PO, School LT3
HIGH SCHOOL HIGH SCHOOL High School True
HIGH SCHOOL HIGH SCHOOL High School True
A list of all sites, of all types, is
SCHOOL SCHOOL Middle Schoal True
displayed in order by School
SCHOOL SCHOOL Middle School True . . .
Code in the Sites list.
s, SCHOOL SCHOOL Middle Schoal True
HIGH SCHOOL HIGH SCHOOL High School True
ELEMENTARY SCHOOL ELEMENTARY 5CHOOL Elementary True
School
wsh HIGH SCHOOL HIGH SCHOOL High School True
WAREHOUSE WAREHOUSE \Warehouse True
WAREHOUSE2 WAREHOUSE2 ‘Warehouse True
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Displaying Sites by Site Type

Manage Sites

Site Type

All Site Types
All Site Types

Central Office

On the Manage Sites screen:

—— = In Region, select a region.

vy T
|

= In Site Type, select a type.

Site Name Site Description Region Site Type Active
CENTRAL QFFICE CENTRAL OFFICE Central Office True
=
mweee HIGH SCHOOL HIGH SCHOOL High School True
HIGH SCHOOL HIGH 5CHOOL High School True
SCHOOL SCHOOL Middle School True
SCHOOL SCHOOL Middle School True
SCHOOL sCHOOL Middle School True
! HIGH SCHOOL HIGH SCHOOL High school True
ELEMENTARY SCHOOL ELEMENTARY SCHOOL EI:”_‘:ZTHW True
HIGH SCHOOL HIGH SCHOOL High Schoal True
WAREHOUSE WAREHOUSE Warehouse froe
WARFHOUSE2 'WAREHOUSE2 ‘Warehouse True

= Click .

I Manage Sites I

Site Type

Region

[=] | Middle School

=] (oo ]

Add Site

Site Name Site Description Region Site Type School Code Is Active A” Sltes Of the selected type
SCHOOL SCHOOL Middle School True . . . .
P T are displayed in the Sites list.
SCHOOL SCHOOL Middle School True
Page 51

PrimeroEdge System Administration



Chapter 3: Sites and Users

Cybersoft

Adding a Site

|

Region

B
Add Site (

Site Type
E” ‘ All Site Types

(=1 0]

On the Manage Sites screen:

School

Is

= Click the Add Site link.

Site Name [Central City School

Site Description

Site Code l001_SNS :

ISpeciaI MNeeds }

Site N Site Descripti R Site T

e Name & Desaription egion e Type - e
CENTRAL OFFICE CENTRAL OFFICE Central Office True

Elementary
— School True
HIGH SCHOOL HIGH SCHOOL High School True
HIGH SCHOOL HIGH SCHOOL High School True
SCHOOL SCHOOL Middle School True
scHOOL SCHOOL Middle School True
i ille, 5CHOOL SCHOOL Middle School True
HIGH SCHOOL HIGH SCHOOL High School True
Element
ELEMENTARY SCHOOL ELEMENTARY SCHOOL 5;’::' v True
Wil HIGH SCHOOL HIGH SCHOOL High School True
WAREHOUSE WAREHOUSE Warehouse True
WAREHOUSEZ 'WAREHOUSE2 Warehouse True
[ | p¥ DINTY % y In the Edit Site dialog:
Primero - Edit Site 7]
.
1 = In Site Name, enter a

complete name for the site.

Region i 4 |Z|

In Site Description, enter a

Site Type Elementary School |Z|)<
Site Status @ Active © Inactive

Site Characteristics

[VIsatelite [[ICharter [ClCombined }

B33

State

Parent Site | sl ELEMENTARY SCHOOL
Contact Persan Sally Smith

Contact Person Position Principal

Contact Phone 555-555-1234

Address Line 1 1234 Happy Lane

Address Line 2 Bldg 500

City Center

Zip 55555

Create Site

In Site Code, enter the
assigned site identifier.

% brief description of the site.

= In Region, select the region.
= In Site Type, select a type.

= In Site Characteristics,
choose one or more of:

* Satellite —indicates the site
reports to another site.

* Charter —indicates the site
reports directly to district
administration.

= In Parent Site, select a site.
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T
Primero - Edit Site. |

ool

Site Mame

Site Description
Site Code
Region

Site Type

Site Status

Site Characteristics
Parent Site

Contact Person

Contact Person Position
Contact Phone

Address Line 1

Address Line 2

City

Zip

State

Central City School

Special Meeds
001_SNS

.m - E|
Elementary School |Z|

@ Active O Inactive

[VISatellite [“ICharter [ClCombined
e ELEMENTARY SCHOOL [«]
(Sally Smith }
[Pri ncipal }
)
)

[555-555-1234

1234 Happy Lane

Bldg 500

Center

55655

Create Site

In Contact Person, enter the
name of the site contact.

In Contact Person Position,
enter the title of the site
contact.

In Contact Phone, enter the
phone number of the site
contact.

In Address Line 1 / Address
Line 2, enter the street
address of the site.

In City, Zip and State, enter
the corresponding
information for the site.

. Create Site
= Click .

The new site appears in the Sites
list on the Manage Sites screen.

Displaying Site Details

||

Region

Site Type
[=] [AnsiteTypes  [=]|

Add Site

Site Description Region

School

Site Type

Is

On the Manage Sites screen:

= Click a SiteName link in the
Site Name column.

Code Active
CENTRAL OFFICE CENTRAL OFFICE Central Office True
Elementary
i School Tue
HIGH SCHOOL HIGH SCHOOL High S¢hool True
HIGH SCHOOL HIGH SCHOOL High School True
SCHOOL SCHOOL Middle School True
scHooL scHoOL Middle School True
scHooL scHOOL Middle School True
HIGH SCHOOL HIGH SCHOOL High School True
Elementary
ELEMENTARY SCHOOL ELEMENTARY SCHOOL P True
il HIGH SCHOOL HIGH SCHOOL High School True
WARFHOUSE WAREHOUSE Warehouse Tue
WAREHOUSEZ WAREHOUSEZ Warehouse True
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Primero - Edit ‘ ‘ ‘ ‘El

Site Mame

Site Description
Site Code
Region

Site Type

Site Status

Site Characteristics
Parent Site

Contact Person

Contact Phone
Address Line 1
Address Line 2
City

Zip

State

Is Feeding Site

Connect To Server

Contact Person Position

Can Order Broken Units

Include for Reimbursement

s

S RPN SCHOOL

#w e = SCHOOL

S E
Middle School  [~]

@ Active ) Inactive
[[Isatelite  [CICharter  []Combined
| Select a Parent Site IZH

-

Secretary

B IR T

11223 Simms Valley Road

m

Fort Smith
89234

CiYes @No

@ Yes C/No
CYes @No

CYes @No

The Edit Site dialog appears
with all site details displayed.
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Changing Site Details

[=] (o]

Manage

Region Site Type
e - E‘ ms\te Types
Add Site

On the Manage Sites screen:

Site Name Site Description Region Site Type ;’:’!m f; e
CENTRAL OFFICE CENTRAL OFFICE Central Office True
e =
HIGH SCHOOL HIGH SCHOOL High Schoal True
HIGH SCHOOL HIGH SCHOOL High Schoal . True
SCHOOL SCHOOL Middle Schaol True
SCHOOL © SCHOOL Middle School True
e, sCHOOL scHOOL Middle School True
HIGH SCHOOL HIGH SCHOOL High School . True
ELEMENTARY SCHOOL ELEMENTARY SCHOOL E';":i?tm True
wws HIGH SCHOOL HIGH SCHOOL High School - True
LREROUSE — WAREHOUSE \Warehause True
WAREHOUSE? WAREHOUSE? Warehouse ! True

= Click a SiteName link in the
Site Name column.

Primero - Edit sm‘

-

Site Name

Site Description
Site Code
Region

Site Type

Site Status

Site Characteristics
Parent Site

Contact Person

Contact Person Position
Contact Phone

Address Line 1

Address Line 2

City

Zip

State

Can Order Broken Units

Is Feeding Site
Include for Reimbursement

Connect To Server

S MR SCHOOL
# R 2 SCHOOL

Middle School  [+]

@ Active ) Inactive
Satellite Charter

Combined

| Select a Parent Site

]

-

Secretary

11223 Simms Valley Road

m

Fort Smith
89234

©Yes @No

DYes @ No

Update Site

In the Edit Site dialog:

= Change selected details as
needed.

. Click
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Primero - Edit Sik‘

L N -

Site Update Successful

Site Name

Site Description
Site Code
Region

Site Type

Site Status
Site Characteristics
Parent Site

Contact Person

Contact Person Position
Contact Phone

Address Line 1

Address Line 2

City

Zip

State

Can Order Broken Units

Is Feeding Site
Include for Reimbursement

Connect To Server

W A 4 SCHOOL

AR SCHOOL

T —
Middle School  [+]

@ Active O Inactive
Satelite [“|Charter  ¥ICombined

| CENTRAL OFFICE

O]

-

Secretary

11223 Simms Valley Road

Fort Smith
89234

An update success message
appears.
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Topic: Manage Site Types

Manage Site Types adds new site types and manages
Sites and Users existing site types.

Site types are used to categorize and customize sites in
the region/district.

Manage Users

Manage Roles

Manage Regions

é Manage Sites

Manage Site Types

e —— e G

Add Site Type = By default, all existing site
types are displayed.

Site Types

T — = All listed descriptions are
Elementary School C“Ckab'e Iinks

Middle Schoal

High School

Warehouse

Kitchen

Central Office

Site Types Listings

Site Types

Site Type Description

Elementary School
Middle Schoaol

Each listing in Sites includes:

Clickable link; the link name is the name assigned to the site type
by the district; click to display the Edit Site Type dialog; use the Edit
Site Type dialog to change site type details
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Displaying All Site Types

Sites and Users

Manage Users
Manage Roles
Manage Regions

On the Site and Users menu:

Manage Sites

Manage Site Types <€ = Click Manage Site Types.

| Manage Site Types

Add Site Type

Site Types

Site Type Description

Elementary Schoaol

== By default, all site types are listed
High School 3

[ in the order that they were

e created.

Central Office

Displaying Site Type Details

| Manage Site Types I

Add Site Type On the Manage Site Types list:

Site Types

Site Type Description

Elementary Schoal ( L CliCk a SiteT!QeName in the
Hiddleschoot Site Type Description

High Schoaol
column.

Warehouse

Kitchen
Central Office
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-

Primero - Edit Site Type

Site Type Description

Elementary School

Site Type Type
| School Site Types |Z”

pdate Site Type

The Edit Site Type dialog displays
site type details

Adding a Site Type

I Manage Site Types I

Add Site Type

Site Types

Site Type Description

Elementary School
Middle Schoal
High School

Warehouse

Kitchen

Central Office

On the Manage Site Types list:
= Click the Add Site Type link.

-

Primero - Edit Site Type

Site Type Description

[Learnina Center

In the Edit Site Type dialog:

= In Site Type Description,

Site Type Type

enter a brief name for the site
type.

| Miscellaneous E”(

Add Mew Site Type [

= In Site Type Type, select a
type.

-
= Click .
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e

Primero - Edit Site Type

E

Site Type Updated Sucessfully

Site Type Description

Learning Center

Site Type Type
Miscellaneous |Z”

Update Site Type

An update success message
appears.

Add Site Type

Site Type Description

| Manage Site Types I
Site Types

Elementary Schoaol
Middle School

High Schoaol

Warehouse

Kitchen

Central Office

r Tearning Center I

The new site type appears at the
bottom of the list of site types.

Changing Site Type Details

Add Site Type

Site Type Description

Manage Site Types I

Elementary School
Middle School
High School

Warehouse

Kitchen

Central Office

Learning Center

On the Manage Site Types list:

= Click a SiteTypeName in the
Site Type Description
column.
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" ) In the Edit Site Type dialog:
Primero - Edit Site Type yp 9

E

Site Type Description

_~ = In Site Type Description,
[Elementar@.r School } .. .
d enter a new description, if
Site Type Type needed.
| School Site Types E‘( » In Site Type Type, select a

type.

Update Site Type = Click .

An update success message
appears.

Primero - Edit Site Type =i

Site Type Updated Sucessfully

Site Type Description
Primary Schoaol

Site Type Type
| School Site Types |z||

Update Site Type

[ i
appears in Site Types list.

Add Site Type

Site Types

Site Type Description

I. Primary School
Middle School

High School

Warehouse

Kitchen
Central Office

Learning Center
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In this chapter you will learn how to:

v Generate periods
v' Make an announcement
v Attach a file to an announcement



Cybersoft Chapter 4: Management

Topic: Generate Periods

Generate Periods creates financial periods for the
Management school calendar year. Periods can be created weekly,
biweekly, and monthly. An individual period can be

é Generate Periods split as many times as needed.

Make Announcement

| " ¢ oot Pertods saeen
Generate Periods
erwomanse |
Fiscal Year Configuration A .
periods for the current fiscal
Fiscal Year Start Date End Date

7112009 513012010 year for the first period type

(POS Period) are listed.

Period Type
POS Period [=]

Existing Periods

Period Start Date End Date Split Period
July 2009 07,01/2009 07/31/2009 /
August 2009 08/01/2009 08/31/2009 s
September 2009 09/01/2009 09/30/2009 /
Octaber 2009 10/01/2009 10/31/2009 /
MNovember 2009 11/01/2009 11/30/2009 /
December 2009 12/01/2009 12/31/2009 /
January 2010 01,01/2010 01/31/2010 /
February 2010 02/01/2010 02/28/2010 /
March 2010 03/01/2010 03/31/2010 /
April 2010 04/01/2010 04/30/2010 Vs
May 2010 05/01/2010 05/31/2010 /
June 2010 06/01/2010 06/30/2010 /

. 9 P 2re Al

for the first period type, the

Create Periods pane is displayed.

Fiscal Year Start Date End Date

2009 - 2010[+| 712000 6/20/2010

Period Configuration
Period Type
POS Periad [=]
Create Periods

Frequency End Day
Weekly |ZH |Fr\day |Z|| [ Preview Periods
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Existing Periods Listings

Existing Periods

Period Start Date

End Date Split Period

July 2009 07/01,/2009
August 2009 08/01/2009
September 2009 09,01,/2009

Each listing in Existing Periods includes:

07,/31/2009
08/31/2009
09,/30/2009

View only; displays the period name or identifier

View only; displays the first date in the period

View only; displays the last date in the period

Clickable icon; click to change a period name or ending date.

Entry field/Clickable icon; provides an editable split field function
for future periods in the event the period needs to be split (see the

second figure on page 68).
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Creating Periods

On the Generate Periods screen:

Generate Periods

= In Fiscal Year, select a year.

Fiscal Year Configuration

Fiscal Year Start Date End Date « In Period T!pe, select a type
7112009 B 6302010 m
A = In Frequency, select a period
Period Configuration frequency
Period Type
In End Day, select a day of
the week.

Create Periods

Frequency W End Day < End Day is not available for
|Week\y E‘ |Fnday |Z|| [PremewPerlods a Monthly frequency.

Generate Periods

Fiscal Year Configuration

Fiscal Year Start Date End Date

2009 - 2010[=] 72000 E 6302010 =

Period Configuration
Period Type
POS Period [+]

Create Periods

Monthly |z|| [PrewewPeriods]( - C||Ck _____ .
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|
Fiscal Year Configuration

Fiscal Year Start Date End Date
9

2009 - 2010 [=] 7112

Period Configuration

Period Type

POS Period =
Create Periods

Frequenc
Monthly |z| I Preview Periods ] I Create Periods I

In the Preview listings:

/ = Select a new end date for the
PerigdiName: ‘ Start Date 7d Date | ‘ Split Period period’ if needed.
w2008 orov200e | 732000 7RO
. o -
August 2009 oso1/2000 | 83112000 81212000 . I£
— = Click to remove a
September 2008 oo/01/2000 | 913012009 91212000
October 2009 10012000 | 10/31/2009 T 10212000 pe”Od from the fiscal year, if
Hovember 2009 11/01/2009 11i30/2009 11i2i2009 n eeded .
December 2009 12012000 | 12031/2009 12/2/2009
January 2010 o1/01/2010 | 11312010 B 12010
February 2010 02/01/2010 2/28/2010 2212010
March 2010 03/01/2010 3312010 31212010
April 2010 04/01/2010 413012010 -!_-f 47212010
May 2010 05/01/2010 53112010 51212010
June 2010 06/01/2010 0 _) 6/2/2010

Fiscal Year Cenfiguration

Fiscal Year Start Date End Date

2009-2010 =] 71

Period Configuration
Period Type
POS Period

Create Periods

-

To split a period:

Frequency
Monthly E‘ [ Preview Periods ] [ Create Periods ]

= In Split Period, enter or select

Period Name | Start Date | End Date | Split Period . R
July 2008 07/01/2009 713112009 7116/2009 the beglnnlng date Of the
August2009 08/01/2009  8/31/2009 E | erzizo0o second Spl it period.
September 2009 09,01/2009  9/30/2009 = | orzizoos
October 2009 10/01/2009  10/31/2009 = | 10:2m2009 = Click .
November 2009 10012009 11130/2009 T | 11rz2000
December 2009 12012009 12031/2009 T | rerzzo00
January 2010 oLo1/2010 113112010 E | 1eizot0
February 2010 02/01/2010  2/28/2010 & | 222010
March 2010 03/01/2000 33112010 = | 32010
Apri2010 040172010 413012010 41212010
May 2010 05012010 5(31/2010 & | seioto
June 2010 06/01/2010 010 B = |\ 62010

S ——
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Fiscal Year Start Date End Date

2009 - 2010[=] 712

Period Type
Create Periods . .
At any time, click to

Frequenc: .
ity (-] [ | SR8 ] rnnnrsssrrsssssessssressssesssnsesnneesy, | TELUMN 0 the default period
Y listings for the selected
Period Name | Start Date ‘ End Date ‘ ‘ Split Period %
uyzs 07/01/2003 711512009 T 72009 "-_ Frequency/End Day
B
208 07716/2009 73112009 B 7A7000 K
0
Augustoos 08012009 83112008 E empoos ",_
Septemper2009 0901/2008  9/30/2009 T o009 “‘_ When periods are dlsplayed as
FE— t
Octaber 2008 10012000 10/31/2009 T 101202009 '-‘-needed in the Preview |istings:
Novemberz2008 11012009 11/30/2009 T 112008 s
.
Decemberz008 12012008 12/31/2009 T 12722000 « Click .
sanaryzolo 01012010 13112010 T R0
February2010 02012010 212812010 T 2pp010
waren2010 0302000 33N2010 T 3mmo10
Aprizoo 04012010 413012010 T 4p010
May10 05012010 53112010 T smR010
Jwe20m 05012010 6 T sero10

The periods are generated and

displayed in the Existing Periods
Fiscal Year Start Date - End Date -

B st

Period Configuration
Period Type
POS Period [~

Existing Periods

Period | Start Date End Date | ‘ ‘ Split Period
July 2009 07/01/2009 07/31/2009 /
August 2009 08/01/2009 08/31/2009 Vs
September 2009 09/01/2009 08/30/2009 7
October 2009 10/01/2009 10/31/2009 /
MNovember 2009 11/01/2009 11/30/2009 /
December 2009 12/01/2009 12/31/2009 /
January 2010 01,/01/2010 01/31/2010 /
February 2010 02/01/2010 02/28/2010 /
March 2010 03/01/2010 03/31/2010 /
April 2010 04/01/2010 04/30/2010 £
May 2010 05/01/2010 05/31/2010 7
June 2010 06/01/2010 08/30/2010 /
Page 67

PrimeroEdge System Administration



Chapter 4: Management Cybersoft

Editing a Period

Generate Periods

Fiscal Year Configuration

Fiscal Year Start Date End Date

2[]10—2011|z| 7Hi2010 E 011 [

Period Configuration
Period Type
POS Period [=

Existing Periods On the Generate Periods screen:
Period ‘ Start Date End Date ‘ ‘ | Split Period

July-August 2010 07/01/2010 08/31/2010 7 € - H HH H /
September 2010 09/01/2010 09/30/2010 Va Ina perIOd IIStmg’ click ’
October 2010 10/01/2010 10/31/2010 ra

November 2010 11/01/2010 11/30/2010 Vs

December 2010 12/01/2010 12/31/2010 Vs

January 2011 01/01/2011 01,/31/2011 v

February 2011 02/01/2011 02/28/2011 7

March 2011 03/01/2011 03/31/2011 Va

April 2011 04/01/2011 04/30/2011 r

May 2011 05/01/2011 05/31/2011 Vs

June 2011 06/01,/2011 06/30/2011 rd = 61212011 Sl

||

Fiscal Year Configuration

Fiscal Year Start Date End Date

In the Existing Periods list:
. .
= In Period, enter a new period
Period Type
name.

Existing Periods/ / = In End Date, enter or select a
- CSplitPeied new date.

y
July-August 2010

September 2010 09/01/2010  09/30/2010 £ . w
October 2010 10/01/2010  10/31/2010 ra " ClICk . to save changes.
Movember 2010 11/01/2010 11/30/2010 £
December 2010 12/01/2010 12/31/2010 f
January 2011 01/01/2011  01/31/2011 v
February 2011 02/01/2011  02/28/2011 ra
March 2011 03/01/2011 03/31,/2011 f
April 2011 04/01/2011  04/30/2011 ra
May 2011 05/01/2011  05/31/2011 v
June 2011 06/01/2011  06/30/2011 ra = ezzon Spii
Page 68

PrimeroEdge System Administration



Cybersoft

Chapter 4: Management

Topic: Make Announcement

Management

Generate Periods

é Make Announcement

Make Announcement creates an announcement
message that is displayed on the Dashboard. The
message can be sent to all sites, regions, or districts, or
individual sites, regions, or districts can be selected to
receive the announcement.

One or more files can be attached to an
announcement. File size and type restrictions are in
place.

To attach files to an announcement, the
“\UserDocuments\Upload” folder must exist on the
PrimeroEdge server.

_ The default Make Announcement
Make Announcement .
screen displays four areas:

Announce to

@ sSite ) Region O District

W ELENMENTARY SCHOOL =
. MIDDLE SCHOOL =
CENTRAL OFFICE

ELEMENTARY SCHOOL

4 CENTRAL WAREHOUSE
#+ 4 MIDDLE SCHOOL L

Title

Expires:
5/23/2011  [E

e e e )|

= Announce to - locations that
are to receive the
announcement; choices are
Site, Region, District

= Title — area where a brief
} description of announcement
is entered

= Expires — date on which the

|Sty\e -~ FontName - Size- B £ H*l%gzéﬁA'&'lﬂ'J':éﬁiZODm v|

announcement is removed

# Design | €>HIML S Preview

from display

= Text pane - area where the
announcement text is entered
> and formatted.

J
Make Announcement
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Displaying an Announcement

||

On the Make Announcement
screen:

= In Announce to, choose an

Announce to
[° Site ) Region 'f:I‘D\strict}

-4 © MIDDLE SCHOOL - P-4 © ELEMENTARY SCHOOL

CENTRAL OFFICE = | = * ELEMENTARY SCHOOL

CS-ISD CENTRAL WAREHOUSE - ELEMENTARY SCHOOL

o MIDDLE SCHOOL ' ELEMENTARY SCHOOL
| “ " ELEMENTARY SCHOOL * ELEMENTARY CEMTER
- ELEMENTARY SCHOOL -
Title
S B e e - 2 B e = E D)
[Normal = Arial - Size~ B L H*I%EE A'(‘)'Iﬂ'lj':ﬁ‘:?iZoom -
|
/ Design | €% HTML Q, Preview

area.

= For each site/region/district to
receive the announcement:

* Select a site/region/district
in the left pane.

* Click Move To ( ) to
move the selected items to
the right pane.

= In Title, enter a brief title that
summarizes the
announcement.

= In Expires, accept the default
(7 days) or enter/select a new
date on which the
announcement is
automatically removed.

| Make Announcement |

Announce to

(Bt S e T [t $0 8 e = |
INnrrﬂaI - Arial + Size~ B £ U *IEEE %]A'&‘lﬂ'lj':ﬁ‘}sme v]

This is a reminder of early dismissal at 2:00 pm for elementary schools on Friday, May 20. Please send notes home with your

students.

€Y HIML @ Preview

@ Site 'Region () District
Bl e T MIDDLE SCHOOL - T £l EMENTARY SCHOOL
CENTRAL OFFICE =l B L ELEMENTARY SCHOOL
I CENTRAL WAREHOUSE - ELEMENTARY SCHOOL
k. MIDDLE SCHOOL F o 0 ELEMENTARY SCHOOL
© ELEMENTARY CENTER E © ELEMENTARY SCHOOL
ELEMEMTARY SCHOOL -
Title
Early Dismissal for Elementary Schools
Expires:
siz32011 EH
-~

> = In the Text pane, enter
announcement text. Use the
formatting buttons as needed.

# Design

...—/
. Make Announcement
F—— S |

Page 70

PrimeroEdge System Administration



Cybersoft

Chapter 4: Management

@ Primero

Point of Service

Dashboard

Free & Reduced Financials Inventory Temperature Tracker

Training

System

Announcements My Messages
Date. Title. Date Title.

| 5/7/2011 Early Dismissal for Schools 2/14/2011 Order# 10223 approved
8/9/2010 Updated FRE Manual 2/14/2011 Order# 10239 approved
7/15/2010 Viewing/Printing Letters and Barcode Rosters 2/8/2011 Order# 10213 approved
6/24/2010 Scanner Installation 1/11/2011 Order# 10007 approved
4/15/2010 Updated Student Billing Guide (with Quick Payment instructions|

The announcement appears in the
Announcements pane.
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Attaching a File to an Announcement

Announce to

i 8ite ) Region @ District

B
(-

(e}

Expires:
&/24/2011 4

Updated Free & Reduced User Manual

O

e Tl S50

e e T e o R
ISter - FontName -~ Sige- B 4 U ab:l =

X
== A 00| 0030 [E8] b zoom |

On the Make Announcement
screen:

= In Announce to, select
sites/region/district.

= In Title, enter a title text.

= In Expires, enter/select an
expiration date.

= In the Document pane, click

Document Manager ( )
to open the Document
Manager dialog.

# Desian |y HTML  © Preview
Eﬂ Document Manager E
S + In the Document Manager
PrimeroEdge/UserDocuments dia|og:
4 IE U;ernm]..m otc Eil Size
] Upload Iupload = Click the Upload folder (
[:' Upload
) to make the
Document Manager tools
available.
<[] »
Page1of1 Item1tol of1 Inset | [ Cancel
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|=] Document Manager

/E\

PrimeroEdge /UserDocuments/Upload

4 [ UserDocuments Filename Size

[~ Upload N records to display.

On the Document Manager
toolbar:

= Click Upload ( ) to
display the Upload dialog.

Upload ]
S Select KRemave~

Add

[ Overwrite if file exists?

Max file size allowed: 200.00 KB
File extensions allowed: *.doc, *.bd, *.docx, *xls, “klsx, =.pdf

In the Upload dialog:

= Click to display the
Choose File to Upload dialog.

< Be sure to note the maximum
allowed file size and the
allowed file extensions!

/& Choose File to Upl.

. » Computer » LocalDisk(C) » 001_Manuals

Search 001_Manuals
= —

Fa)

Organize New folder = 0l @
& Downloads + Mame B Date modified Type si
% Recent Places — — n n -
|1 EDGE - Free and Reducegggligibility (FRE) ~ 4/1/201110:25 AM  Adobe Acrobat D...
| 7 EDGE - POS Manager 60U 234 PM  Adobe Acrobat D..
i Libraries = —
= EDGE - Student Billing Guide 4/18/20113:20PM  AdoBe?
Il %] Documents
| T EDGE - Temperature Tracker 5/6/20113:49PM  Adobe Acrob
I & Music
=] Pictures
B videos

18 Computer
&, Local Disk (C))

J 001_Manuals =< i ] '
File name: EDGE - Free and Reduced Eligibility (FRE) ~ | AllFiles (*4) -
| A
? =
1

In the Choose File to Upload
dialog:

= Use standard navigation
techniques to select a file.

. Click L=l
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Upload

C:\001_Manuals\EDGE - Free and Reduced Eligibility (F .

Select MHRemove

Select MHFRemove

&L \dd
<

[ Overwrite i} —_

N

Max file size allowed: 200.00 KB
File extensions allowed: *.doc, *.tt, ".docy, *xls, xlsx, *.pdf

&lpload
<+

]

= Select more files, if needed:

* Click Remove ( ™ )to
remove a selected file.

* Click to add

more file selection boxes.

* Select Overwrite if file
exists? to replace an
existing version of a
selected file.

« Gk [6952]

(=] Document Manager =
. ] (+) Upload
PrimeroEdge/UserDocuments/Upload
4 [|UserDocuments || Filename.
[ Upload {EDGE - Free and Reduced Eligibility
Link Text | EDGE - Free and Reduce
Target Same Window -
Tooltip |FRE
€55 Class title
T I— o l
<] »
Page 1of1 ftem1to1of1

In the Document Manager dialog:

= Click to create a link

in the announcement to the
selected file(s).

Make Announcement

Announce to

©site ©)Region @ District

&l
(a)

Title

Updated Free & Reduced User Manual
Expires:

si24i2011

e U [ T N I eI RO
INurma\ - Al - Siew B I g.u] == A'&'lﬂ'j':{\‘}shnm ]

The Free & Reduced User Manual has been updated to include the new features.

EDGE - Free and Reduced Lllu:lmu tREr

# Design |¢»HIML @ Preview

MaArmeommeement

On the Make Announcement
screen:

A link to the uploaded
document is placed in the
announcement text area.

-
. Click (Woermomsnan]
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‘Your announcement was sucessful

Make another annoucement “ A success message appearS.

| Make Announcement I

Primero - View Message 2/14 ]
Date:  5/17/2011 Clicking on the announcement
From:  Cybersoft Support link on the Dashboard displays
Title:  Updated Free & Reduced User Manual A 3
the announcement with the link

to the uploaded file.

The Free & Reduced User Manual has been updated to include the new
features.

EDGE - Free and Reduced Eligibility (FRE).docx
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In this chapter you will learn how to:

v Import pictures for use with student ID cards
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Topic: Import Pictures

Import Pictures imports student
System Tools picture files. These pictures are used
when printing student ID cards.

Import Pictures

By defaul he Import Pictures screen

offers three empty fields.

UNC Folder Path:
Username:

Password:

Before importing pictures, verify that
the picture file names are in the format
of:

StudentID.ext
Where:

StudentID is the student’s district
identifier

.ext is a valid graphics file
extension

For example, Sally Parker's student
ID is 999996789. Her picture file
name must be "999996789.ext".
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Importing Student Picture Files

On the Import Pictures screen:

Import Pictures

= In UNC Folder Path, enter the

UNC Folder Path "\LoneStarSchools'pictures v (
Usernamo: prncipal_001 < complete folder path of the picture
Password: seseecer ( f||es'

() <

= In Username, enter the username
with permissions to upload the file.

= In Password, enter the password
associated with the Username.

yemc)

Import Pictures

UNC Folder Path- 1WLoneStarSchoolspictures
Usemarme: principal_001
Password:  essessss

g e 0 Two status bars appear to indicate the

[
Uploading Files to Database 0% { Tatal files: 0 progreSS Of the upload

Current Processing File:
Elapsed time: 00:00:015 Speed: 0 Files/Second

Import Pictures

7

UNC Folder Path \iLoneStarSchoals'pictures
Usemame: principal_001
Password:  sesssess 2

The files are validated first and then
Validating Files 100 [Thumbs.db ) Tatal 35 of 36 u ploaded

Uploading Files to Database 943% (50019350 jpg) Total files: 33

Current Processing File: 60019350,jpg
Elapsed time: 00:00:105 Speed: 34 Files/Secand
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When the upload is complete, two
messages appear:

Below are the 26 files that did not have ID matches and could not be uploaded ‘_ *

Number of files that could not
! be uploaded.

| 9 files uploaded Successfully

Import Pictures

: * Number of files that were
successfully uploaded.

= 21000 0]pg, 27000 “1pg, 4100076 TY)pg. 310 9pg, 21000 1pg. 4100 o/ |pg. 41000T36a7)pg, 4 T00USUS Tpg.
= 410008146 jpg, 410008331 jpg, 410008570.jpg, 410008513 jpy, 410008688.jpg, 410008701 jpg, 410008749.jpg, 410009074 jog, =
= 60077898 jpg, H

i »

UNC Folder Path: WLoneStarSchools'\pictures % The flles that Cou'd nOt be uploaded
Usemame principal_001 ? are listed.

Password: ssssssns

In this example, the files that could not
be uploaded were all valid picture files
(JPG) but:

* Some files did not include the
student'’s district identifier in
the file name, or

* Some files included a student
identifier that did not match a
student record at the school
where the files were being
uploaded.

Therefore files that did not upload
were files that could not be matched
with a student record.
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[POS] Menu Items

In this chapter you will learn how to:

v’ Create, change and remove menu items

v’ Create, change and remove a menu grid

v Create, change and remove default menu grids
v Set up and change meal equivalents
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Topic: Menu Items

Menu Items adds, removes,
Menu ltems and changes menu items.

é Menu ltems

Menu Grids

Default Menu Grids

Meal Equivalents

T AT = By default, all existing

menu items are displayed.
Menu Items
Ttem Description Button Description 1s Meal Category diSp|ayS the

1607 Milk 1607 Milk Lg Milk
2 Breads 2 breads Catered Add/VleW Menu Item Info
B0z Milk B0z Milk Extra .
Bottled Water Bottled Water Water dlalog to allow Changes to
Breakfast Meal Breakfast Meal Meals an existing menu item.
Catered Breakfast Catered Brk Catered
Catered Lunch Catered Lunch Catered
Delete
Catered Snack Catered Snack Catered . removes the
Lunch Meal Lunch Meal Meals .
selected menu item.
Snack Meal Snack Meal Meals

Supper supper e . displays the

Add/View Menu Item Info
dialog to add a new menu
item.
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Adding a New Menu Item

Categol Meal Type

Ttem Description Buttan Description Category
160z Milk 160z Milk Lg Milk
2 Breads 2 breads Catered
oz Milk oz Milk Extra
Bottled Water Bottled Water Water
Breakfast Meal Breakfast Meal Meals
Catered Breakfast Catered Brk Catered
Catered Lunch Catered Lunch Catered
Catered Snack Catered Snack Catered
Lunch Meal Lunch Meal Meals
Pre-K Snack Pre-K Snack Catered
Snack Meal Snack Meal Meals
Supper Supper Meals

On the Menu Items screen:

. Click 18]

Primern-.ﬂddl\ﬁ‘u Ttem Info ‘ \

]

{ Item Information l Pricing I Food Components ',

In the Add/View Menu Item
Info dialog on the Item
Information tab:

-t In Description, enter a

Description: )‘q SnaE Dazzle Meal :
Button Description: 'SnaE D Meal :

brief description of the

item.

Spanish Description:

Eﬁgumes . I

Meal Types .. ]

Menu ltem Category: ‘ Extra

Meal Type: ‘ Lunch

BirthDay Special [=]

Menu ltem Attribute:

= In Menu Item Category,
select a category.

\- In Button Description,
enter a brief name for the
item.

= In Meal Type, select a
type.

» In Menu Item Attribute,
select an attribute.

= Click the Pricing tab.
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5] P.imm-mu‘mem Info ‘ \ = On the P"Clng tab:
[ Item Information T Pricing \ Food Components \ =
Student Pricing
Price Type lmmwsme . Elementary Schoal Middle School High School
Free =
— B * In the Student Pricing group
Paid B . D
Second Meal I s350 | I =00 | n —A"OW Sale’ seleCt' for
| each price type that is
i allowed to purchase the new
Price Type Allow Sale Elementary School Middle School High School menu item and enter the
staff $5.00 55.00 $5.00 . . .
visitor $5.00 55.00 55.00 Correspondlng prlce(S) in the
Fresheut 3500 00 500 Elementary School, Middle
9 s Tasable School, and High School
fields.
Cancel Apply oK

[Z) Primera - Add r‘; Item Info ‘

- =7 = In the Adult Pricing group in
rcing & food Components \iessssssssrsrssssssssasasasasasasasasasaas k... Allow Sale, select 1 for
| cachprce ype thatis
Price Type Allow Sale Elementary School Middle School High School :. a”owed to purChase the neW
Free g : menu item and enter the
Reduced ] H . . .
e 5 : corresponding price(s) in the
Second Meal 52,50 $3.50 55.00 : Elemental’v SChOOI, Middle
adut Pricing = 3 School, and High School
: i fields.
Price Type Allow Sale Flementary School Middle School High Schoal H
staff 55.00 $5.00 $5.00 . [ 4 ':
Visitor 55.00 $5.00 $5.00 :
Prog Adutt §5.00 $5.00 $5.00 -':
Is Taxabie ﬁ-—-— In Is Taxable, select if the
. =ExmEaE } new ment item Is a taxable
T item.
= Click the Food Components
tab.
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tem Information | Pricing Food Companents |

On the Food Components tab:

Is Meal
Is Part of Meal
© Not Part of Meal(A La Carte)

Food Based

IAltemat Vegetable/Frut_Bread/Grain ik
Beakras 190 [][100 e [l [
Lunch | 1.00 [=] [1.00 [+] 100 [~][1.00 =]

NutrientBased
Breakfast Lunch
this item is a/an E El

= Choose one meal option.

}

—* If Is Part of Meal is selected,
select the corresponding
Nutrient or Food Based
values for Breakfast and/or
Lunch as appropriate.

= Click .

Changes updated successfully.

ltem Information | Pricing Foed Components '\

Meal
Part of Meal

© Mot Part of Meal(A La Carte)
NutrientBased
Breakfast Lunch

this item is afan E El
Food Based

Meat/MealAlternat Ve ble/Fruit  Bread. Milk
BreakFast' 1.00 E' ‘ 1.00 E” 1.00 E" 100 E'
Lunch [ 1.00 [=] [1.00 [+][1.00 [=][ 100 =]

A success message appears.

. Click L2
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Changing Item Information for a Menu Item

Categol Meal Type

P LLLLLLL LT
Y

Item Description Button Description Is Meal Category
160z Milk 160z Milk O Lg Milk
2 Breads 2 breads ™ Catered
8oz Milk 8oz Milk O Extra
Bottled Water Bottled Water O Water
Breakfast Meal Breakfast Meal ] Meals
Catered Breakfast Catered Brk | Catered
Catered Lunch Catered Lunch & Catered
Catered Snack Catered Snack | Catered
Lunch Meal Lunch Meal & Meals
Pre-K Snack Pre-K Snack ] Catered
Snack Meal Snack Meal [ Meals
Snap Razzle Dazzle Meal Snap Meal [¥] Extra
Supper Supper ] Meals

On the Menu Items screen:

= In the Menu Items list,
select an item to change.

+ cie ().

.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
o}

Primero - M‘l Item Inft‘ \ Cx )

{ hemInformation | Pricing '\ Food Components

Description: Snap Razzle Dazzle Meal
Button Description: Snap Meal

Spanish Description:

Menu ltem Category: ‘ Extra E” [ Categories ... I

Meal Type: ‘Lunch E” [ Weal Types .. ]

Menu Item Attribute: BirthDay Special El

In the Add/View Menu Item
Info dialog:

= Make changes to the
menu item information on
the Item Information
tab, as needed.

= Click .

= Primero -M.‘. Ttem ]nlr‘ ‘ B3|

Changes updated successfully.

[ Lem Information | Pricing ' Faod Components

Description: Snap Razzle Dazzle Meal
Button Description: Snap Meal

Spanish Description:
Menu ltem Category: | Extra E| [ Categories ... ]
Meal Type: |Lunch E| I Meal Types I

Menu Item Attribute: BirthDay Special E

A success message appears.

. Click Lo
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Changing Menu Item Pricing

e —

Categol Meal Type

Item Description Button Description Is Meal Category
160z Milk 160z Milk Lg Milk
2 Breads 2 breads Catered
oz Milk oz Milk Extra
Bottled Water Bottled Water Water
Breakfast Meal Breakfast Meal Meals
Catered Breakfast Catered Brk Catered
Catered Lunch Catered Lunch Catered
Catered Snack Catered Snack Catered
Lunch Meal Lunch Meal Meals
Pre-K Snack Pre-K Snack Catered
Snack Meal Snack Meal Meals
Snap Razzle Dazzle Meal Snap Meal Extra
Supper Supper Meals

»

On the Menu Items screen:

» In the Menu Items list,

% | selectan item to change.

* Click .

E Primera —Md‘: Item ]nfo‘ \ m3m)

[ Ttern Information [ Pricing K - -

Description: Snap Razzle Dazzle Meal

Button Description: Snap Meal

Spanish Description:

Menu ltem Category: | Extra E| [ Categories ... I
Meal Type: | Lunch E| [ Meal Types ... ]

Menu ltem Attribute: BirthDay Special E

In the Add / View Menu Item
Info dialog:

= Click the Pricing tab.

| [ em Information Pricing | Food Components \ i

Student Pricing

On the Pricing tab:

= In the Student Pricing

Price Type (Atlow sale ) (Frementary School \ ﬁmdd\esmno\ \ (Gigh schoot )
Free [}
Reduced (=)
Paid [}
Second Meal \ 250 $3.50  55.00 )

\ group:

* Select or clear Allow
Sale for one or more

Price Types, if needed.

m

Adult Pricing
Price Type. Allow Sale Elementary School Middle School High School
staff $5.00 $5.00 $5.00
Visitor $5.50 $5.50 35.50
Prog Adult $4.00 $4.00 34.00
Is Taxable

D ElR

* In Elementary School,
Middle School, and
High School, change
or enter the item price,
as needed.
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T W R =

I [ Item Information T Pricing \ Food Components

\

| »

Student Pricing

Price Type ‘ Allow Sale | Elementary School ‘ Middle School ‘ High School
Free

Reduced

Paid

Second Meal §250 $350 5500

Adult Pricing

m

Price Type ( silow sale \ (E\ememﬁw School \ (Middie School \ Fﬂph School \
Statf $5.00 $5.00 $5.00
Visitor $5.50 $5.50 $5.50
Prog Adult e
rog Adul \ $4.00 \54 00 £4.00

1

= In the Adult Pricing
group:

* Select or clear Allow
Sale for one or more

Price Types, if needed.

* In Elementary School,
Middle School, and

High School, change

o

or enter the item price,
as needed.

= Click .

| Changes updated successfully.

[ Itern Information T Pricing | Food Components '\

\

Student Pricing

Frice Type ‘ Allow Sale ‘ Elementary Schaol ‘ Middle School | High School
Free

Reduced

Paid

Second Meal $2.50 $3.50 $5.00

Adult Pricing
Price Type | Allow Sale | Elementary School | Middle Schoal | High School
Staff §5.00 $5.00 55.00
Visitor $5.50 $5.50 5550
Prog Adult 5400 $4.00 $4.00
Is Taxable

A success message appears.

. Click Lo ).
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Changing Menu Item Food Components

Categor Meal Type

Menu Items

Item Description

CeJooee Lo |

On the Menu Items screen:

Button Description Is Meal Category
160z Milk 160z Milk Lg Milk
2 Breads 2 breads Catered
oz Milk oz Milk Extra
Bottled Water Bottled Water Water
Breakfast Meal Breakfast Meal Meals
Catered Breakfast Catered Brk Catered
Catered Lunch Catered Lunch Catered
Catered Snack Catered Snack Catered
Lunch Meal Lunch Meal Meals
Pre-K Snack Pre-K Snack Catered
Snack Meal Snack Meal Meals
Snap Razzle Dazzle Meal Snap Meal Extra
Supper Supper Meals

= In the Menu Items list,
select an item to change.

~
.
.
.
.
.
.
.
.
.
.
.
.
.
.
B
.
.
.
-
.
.
)
-
.
.
e

. Click [e]

Primero - Add [‘1 Item Info ‘ \

[ Itern Information | Pricing anodComponent;K

In the Add / View Menu Item

Description:

Snap Razzle Dazzle Meal
Button Description:

Snap Meal
Spanish Description:
Menu ltem Category: | Extra E| [ Categories ... I
Meal Type: | Lunch E| [ Meal Types ... ]
Menu ltem Attribute:

BirthDay Special E

Info dialog:

= Click the Food
Components tab.

Primero - Mdf‘: Item Info ‘

[ Ttem Information

AN

bl

{ Pricing | Food Components |

}

© s Meal

@ |s Part of Meal

) Not Part of Meal(A La Carte)
NutrientBased

On the Food Components
tab:

Breakfast

= Choose a new meal
option, if needed.

« If Is Part of Meal is

J

Lunch
this item is afan ” ‘ }
Food Based

Meat/MealAlternat Vegetable/Fruit  Bread/Grain Milk
BreakFast 1.00 [=] | 1.00 [=]| 1.00 [=] 1.00 =
Lunch  |200 [=] [200 [=][ 200 =]

[=]] 200

chosen, select the

component(s) for the
menu item in the

corresponding meal basis
group.

= Click .
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T W W - 1
Changes updated successfully.

A success message appears.

[ temnformation { Pricing | Food Components

) Mot Part of Meal{A La Carte)
NutrientBased

Breakfast Lunch
this item is a/an ‘
Food Based

In the Add / View Menu Item
Meat/MealAlternat Vi ble/Fruit Bread/Grain Milk
BreakFast, 1.00 [=] 100 [=]] 1.00

Info dialog:
[=][1.00
Lunch | 2.00 =] 200 []] 200 [=]| 200

[N EN)

click 2],

Deleting a Menu Item

Categol Meal Type

I LLLLLLLLL Y
.
.
.
.
.
.
Ttem Description Button Description Is Meal Category H
.
160z Milk. 160z Milk Lg Milk H
.
2 Breads 2 breads Catered H S I .
8oz Milk 8oz Milk Extra “- - e eCt a menu Item'
.
Bottled Water Bottled Water ‘Water H
.
Breakfast Meal Breakfast Meal Meals b
Catered Breakfast Catered Brk Catered n
.
Catered Lunch Catered Lunch Catered H
Catered Snack Catered Snack Catered “‘
Lunch Meal Lunch Meal Meals B
. Delete
Pre-K Snack Pre-K Snack Catered = CI |Ck .
Snack Meal Snack Meal Meals
Snap Razzle Dazzle Meal Snap Meal Extra
Supper Supper Meals

In the message dialog:

@ Are you sure you want to delete this menu item?

Click L2/,
v
[ oK H Cancel
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Topic: Menu Grids

Menu Grids adds, removes,
Menu ltems o and changes menu contents.

Menu ltems

é Menu Grids

Default Menu Grids

Meal Equivalents

On the Menu Grids screen:

Site Type Meal Type . P
e I BlET=RE By default, all existing
menus are displayed.
e cmersesen
View ... .
Menu Name Meal Type - dISp|ayS the
Breakfast Menu Breakfast .
Lunch Menu Lunch V[eW/Add Manage MenU
(W[ ]2 r](n] Pagesze[t0 -] s dialog to allow changes to

an existing ment.

removes the
[ ]
selected menu.

. displays the

View/Add Manage Menu
dialog to add a new menu.
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Adding a New Menu

N
Site Type Meal Type

Al & [-a- =
T

Menu Mame Meal Type
Breakfast Menu Breakfast

Lunch Menu Lunch

(W] a1] v [n] Pagesee[10 ~| 2 items i1 pages

Breakfast Meal
- oo

On the Menu Grids screen:

. Click 1]

Primero —Viewl‘mge Menus ‘ \ 3
[ Particulars “..‘ Layout & Menu ltems
Menu Name: After School Snack Site Type Days Allowed
[ZIElementary School [“IMonday
P el EMiddle School ruesday
[T High School [¥WWednesday
[#iThursday
CIFriday
[Csaturday
[CIsunday

In the View / Add Manage
Menus dialog on the
Particulars tab:

= In Menu Name, enter a
brief name for the new
menu.

= In Meal Type, select a
type.

= In Site Type, select one or
more types.

= In Days Allowed, select
one or more days on

which the meal will be
served.

. Click [et]
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Primero - View [ Add Manage Menus =

]

Rows: Columns:

On the Layout & Menu Item
tab:

= In Rows, select the
number of rows to include
in the menu grid.

= Click .

Primero - View [ Add Manage Menus

B

Rows: Columns:

On the Layout & Menu Item
tab:

» In Columns, select the
number of columns to
include in the menu grid.

= Click .

Primero - View / Add Manage Menus

E

JE——
s Layout & Menu ftems |

© Menu ltems
© kem Categories

Rows: Columns:

Cancel | | « Previous | | Finish

In the Menu Layout group,
select a button. It changes
color.
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CLTmET e N N =]  Inthe Menu Items list:

® Menu ltems

I « Click
\ | \ The selected menu item is
now a button on the menu.

= Select an item.

m

BT W N “|  + Add more menu items as
needed.

@ Menu ltems
Click to remove a

© Item Gategories Lamloe: Rows: Columns:
selected menu item from

e |
.

| oo | the menu layout.
-« Click [

180z Wik

Snack Meal

i

Ba0

||

Site Type Meal Type

P
Al =l [-au- [

View Copy Menu | Add Delete

Menu Name Meal Type
After School Snack Snack
Breakfast Menu Breakfast
Lunch Menu Lunch

T ) Pegese[w <] 3 tem 1 pages
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Changing a Menu

||

Site Type Meal Type

Al BT

o e e
Menu Name

Meal Type

After School Snack Snack

Breakfast Menu Breakfast

Lunch Menu

(W[4 1] v [n] Pagesee[10 ~] 3items in1 pages

Menu Preview

180z Wil

Lunch

Snack Meal

|
il

On the Menu Grids screen:

« In the Menus list, select a
menu.

+ Gk (5.

E Primero fView‘ﬂge Menus ‘

[ Particulars  \ Layout & Menu Items \

- B

Menu Name: Before School Snack

Site Type
[VElementary School
[Middle School
[CHigh School

Days Allowed
[MMonday
[CMuesday
[[Wednesday
ursday
[“IFriday
[[saturday
[Csunday

On the Particulars tab:

In Menu Name, enter a
new name, if needed.

In Meal Type, select a
different meal type, if
needed.

= In Site Type, select or
clear site types, as needed.

= In Days Allowed, select or
clear days, as needed.

. Click [et2]

P.imeru—Wen‘ge Menus ‘
Layout & Meny Items '\

© Menu ltems
© ttem Categories

Item Categor
—ALL- [=]

AN E ]

- Rows: Columns:

|
i

Snack Meal

On the Layout & Menu Items
tab:

= Change buttons as
needed.

= Add rows and/or columns
as needed.

. Click L)
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Deleting a Menu

On the Menu Grids screen:

e = |Mf:‘LLTf"eE‘ = In the Menus list, select a
menu.

View Copy Menu | Add Delete

Menu Name Meal Type - CIle

Before School Snack Snack
Breakfast Menu Breakfast
Lunch Menu Lunch

(W] Posesse P ——

Menu Preview

In the message dialog:

. Click Lo ).

| ok || canced |

Copying a Menu

On the Menu Grids screen:

‘S}:IEPE g |“f:‘LLTfPeE| = In the Menus list, select a
menu.

View Copy Menu | Add Delete

Menu Name Meal Type - Clle

Before School Snack Snack
Breakfast Menu Breakfast
Lunch Menu Lunch

(W[4 i) )[n] Pegeseefio -] e ——

Menu Preview

Lunch Meal

160z Milk
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Primero - View [ Add Manage Menus ||
X )
{ Particulars  \  Layout & Menu Items
Menu Name: Copy of (Lunch Menu) Site Type Days Allowed
[ZIElementary School [“Monday
Meal Type: | Lunch
P E [¥IMiddle Schoal [ViTuesday
[¥IHigh School [“iwednesday
@iThursday
[IFriday
[CIsaturday
[CIsunday

On the View/Add Manage
Menus dialog on the
Particulars tab:

» In Menu Name, enter a
brief name for the new
menu.

= Make other changes to

Meal Type, Site Type, and
Days Allowed as needed.

. Click [ere)

Primero - View / Add Manage Menus

E

Particulars Layout & Menu ftems |

@ Menu ltems

© tem Categories Ll L

Rows: Columns:

ftem Category

Lunch Meal
—ALL- ‘

=
Coowm -

160z Milk - ‘
2 breads M

2breads ‘

0z Milk
Bottled Water
Breakfast Meal
Catered Bric b
Catered Lunch
Catered Snack
Chips L

Cancel | | « Previous | | Finish

On the Layout & Menu Items
tab:

= Add or remove buttons.

= Add or remove menu
items.

. Click (=]
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Topic: Default Menu Grids

Default Menu Grids adds,

Menu ltems removes, and changes menus
available for use by POS
Menu ltems terminals.

Menu Grids

é Default Menu Grids

Meal Equivalents

On the Default Menu Grids

Site Type Meal Type Day screen:

CALL- Bl [-a- 5] [-a- =
= By default, all existing

pefault lenus il menus are displayed.

School Type Meal Type Menu Day

Elementary School Breakfast Breakfast Menu Man, Tue, Wed, Thu, Fri

Middle Schaol Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri " refreSheS the

High School Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri screen tO dISp|ay a” items
Elementary School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri

Middle School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri that meet the Selected

High School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri

conditions.

. displays the Set

Default Key Maps dialog to
allow changes to an
existing default menu.

. removes the

selected menu.

. displays the Set

Default Key Maps dialog to
add a new menu.
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Adding a Default Menu Grid
P e e

Site Type Meal Type Dar screen:
AL =] [aw- [ Ff{LL— [=]

_ - Click .
Default Menus m

School Type Meal Type Menu Day

Elementary School Breakfast Breakfast Menu Man, Tue, Wed, Thu, Fri
Middle Schaol Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri
High School Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri
Elementary School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
Middle Schaol Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
High School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri

IE Primm_k‘ Maps ‘ ﬁ ] In the Set Default Key Maps

dialog:

Site Type: | Elementary SchoolE| Days for use In Site T lect a t
Meal Type:| Snack E 0” n Slte lype, select a type.
ue
Menu: | Before School SnackE” [Wead = In Meal Type, select a
[CiThu
type.
i yp

[Osat
a = In Menuy, select a menu.
[[ISun —_

= In the Days for use group,
select or clear days of the

week
= Click .

e TPeTew e e o7

Site Type Mol Typs  Day appears in the Default Menus
-ALL- [ T BT list.

Default Menus m

School Type Meal Type Menu Day

Elementary School Breakfast Breakfast Menu Maon, Tue, Wed, Thu, Fri
Middle Schaol Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri
High School Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri
Elementary School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
Middle Schaol Lunch Lunch Menu Maon, Tue, Wed, Thu, Fri
High School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
Elementary School Snack Before School Snack Tue, Wed, Fri

(W[4 i)r)[n] pogeseefm -] PR ——
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Changing a Default Menu Grid

| Default Menu Grids |

On the Default Menu Grids

Site Type Meal Type Day screen:
-ALL- &l [-ai- [ [-a- =] [aeoy
. .
= In Site Type, select a site.
School Type Meal Type Menu Day « In Meal T e, Select a
Elementary Schoal Breakfast Breakfast Menu Mon, Tue, Wed, Thy, Fri meal type
Middle School Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri
High Sehool Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri
L]
Elementary Schoal Lunch Lunch Menu Mon, Tue, Wed, Thy, Fri In M' select a day
Middle School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
High Schoal Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri . Apply
= Click i
Elementary Schoal Snack Before Schoal Snack Tue, Wed, Fri
[ a]1]r][m] 20 ~ Titemsin1 pages
(][« Je]r][n] Pagesie immsimi .

| Default Menu Grids |

Site Type

-ALL-

Meal Type Day
=l [snack [ |-A-  [£]

Default Menus

CECTECE

In the Default Menus list:

= Select a menu.

- cle ().

(W[« L]0r ][]  Pagesze:[z0_~]

School Type Meal Type Menu Day
Elementary School Snack Snack Meal Mon, Tue, Wed, Thu, Fri
Middle School Snack Snack Meal Mon, Tue, Wed, Thu, Fri
High School Snack Snack Meal Mon, Tue, Wed, Thu, Fri

3itemsin1 pages

E Primero - Set ‘ Maps ‘ ‘E

Elementary SchoollZ”

Site Type:
Meal Type:| Snack E
Menu:

| Before Schoal Snack E”

Days for use

[¥IMon
¥Tue
[VIWed
u
¥IFri
CIsat
[Clsun

Cancel Save

In the Set Default Key Maps
dialog:

= In Site Type, Meal Type,
and Menu, select new
types or menu, as needed.

= In Days for use, select or
clear days, as needed.

= Click .
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| Default Menu Grids |

Site Type Meal Type Dar
~ALL- [=] [~ [7] F};LL— [=]

Default Menus

School Type Meal Type Menu Day
Elementary School Breakfast Breakfast Menu Maon, Tue, Wed, Thu, Fri
Middle Schaol Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri
High School Breakfast Breakfast Menu Maon, Tue, Wed, Thu, Fri
Elementary School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
Middle Schaol Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
High School Lunch Lunch Menu Maon, Tue, Wed, Thu, Fri
Elementary School Snack Before School Snack Maon, Tue, Wed, Thu, Fri

Pagesize:[20 ~| 7 itemsin1 pages

On the Default Menu Grids
screen, changes are displayed.

Deleting a Default Menu Grid

| Default Menu Grids |

Site Ty Meal Type
ETea—c | Ee o T

Default Menus m

School Type Meal Type Menu Day
Elementary School Breakfast Breakfast Menu Maon, Tue, Wed, Thu, Fri
Middle Schaol Breakfast Breakfast Menu Mon, Tue, Wed, Thu, Fri
High School Breakfast Breakfast Menu Maon, Tue, Wed, Thu, Fri
Elementary School Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
Middle Schaol Lunch Lunch Menu Mon, Tue, Wed, Thu, Fri
High School Lunch Lunch Menu Maon, Tue, Wed, Thu, Fri
Elementary School Snack Before School Snack Maon, Tue, Wed, Thu, Fri

Pagesize:[20 ~| 7 itemsin1 pages

On the Default Menu Grids
screen:

Click .

| ok || canca |

In the message dialog:

Click L]
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Topic: Meal Equivalents

Menu ltems

Menu ltems

Menu Grids

Default Menu Grids

é Meal Equivalents

Meal Equivalents sets or
changes the number of local
school meals that are
equivalent to a reimbursable
meal. This allows a district to
receive reimbursement for
meal served.

Meal Equivalents

Fiscal Year

2011 - 2012[]

Meal Equivalents

Breakfast(s) is equivalent to

Lunchis) is equivalent to

Snack(s) is equivalent to

Dinner(s} is equivalent to

Supper(s) is equivalent to

Ala Carte amount is equivalent to

mealfs).

meal(s).

mealfs).

meal(s).

meal(s).

meal(s).

On the Meal Equivalents
screen:

= By default, all existing
equivalencies are
displayed.

. refreshes the

screen to display all items
that meet the selected
conditions.

. allows for creating
new equivalencies or
changing existing
equivalencies.
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Adding Meal Equivalents
o ]

Fiscal Year

Meal Equivalents

Breakfast(s) is equivalent to

Lunchis) is equivalent to
Snack(s) is equivalent to
Dinner(s} is equivalent to
Supper(s) is equivalent to

s Ala Carte amount is equivalent to

mealfs).

meal(s).

mealfs).

meal(s).

meal(s).

meal(s).

On the Meal Equivalents
screen:

= In Fiscal Year, select a
year.

= Click .
= Click .

| Meal Equivalents |

Fiscal Year

2011 - 2012[=]| | 2pp

Meal Equivalents

15 Breakfast(s) is equivalent to 1 mealfs).
1 Lunchis) is equivalent to 1 meal(s).

2 Snack(s) is equivalent ta 1 mealfs).

1 Dinner(s) is equivalent to 1 meal(s).
15 Supper(s) is equivalent to 1 meal(s).
s 200 Ala Carte amount is equivalent to 1

meal(s).

Cancel | Save

In the Meal Equivalents
group:

= For the first five listings
(Breakfast, Lunch, Snack,
Dinner and Supper), enter:

* The local meal count,
and

* The reimbursable meal
equivalent count.

= For the last listing (A La
Carte) enter:

* A dollar amount, and

* The reimbursable meal
equivalent count.

= Click .

|| The meal equivalents have been saved successfully

Fiscal Year

Meal Equivalents

15 Breakfast(s) is equivalent to 1

meal(s).
1 Lunchis) is equivalent to 1 meal(s).

2 Snack(s] is equivalent ta 1 meal(s).

1 Dinner(s) is equivalent to 1 meal(s).
15 Supper(s) is equivalent to 1 meal(s).
5200 A la Carte amount is equivalent to 1

meal(s).

Meal Equivalents |

A success message appears.
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Changing Meal Equivalents
o ]

Fiscal Year

Meal Equivalents

1.50 Breakfast(s) is equivalent to 1.00 mealfs).

1.00 Lunchis) is equivalent to 1.00 meal(s).

2.00 Snack(s) is equivalent to 1.00 mealfs).

1.00 Dinner(s} is equivalent to 1.00 meal(s).

1.50 Supper(s) is equivalent to 1.00 meal(s).

s 200 Ala Carte amount is equivalent to 1.00 meal(s).

On the Meal Equivalents
screen:

= In Fiscal Year, select a
year.

= Click .
= Click .

| Meal Equivalents |

In the Meal Equivalents

Fiscal Year grou p
= For the first five listings
Meal Equivalents (Breakfast, Lunch, Snack
U ! !
150 Breakfastis) is equivalent ta 1.00 mealfs). Dinner and Supper), make
1.00 Lunch(s} is equivalent to 1.00 meal(s].
_ —_— changes to the local meal
2.00 Snack(s) is equivalent ta 1.00 mealfs).
1.00 Dinner(s) is equivalent to 1.00 meal(s]. Count and the
1.50 Supper(s] is equivalent to 1.00 mealfs). reimbu rsa ble meal
5 150 A la Carte amount is equivalent to 1.00 meal(s). equivalent cou nt’ as
needed.
= For the last listing (A La
Carte) make changes to
the dollar amount and the
reimbursable meal
equivalent count, as
needed.
- Click [s2e)
I| The meal equivalents have been saved successfully ‘I A success message a ppea rs.
e
Fiscal Year

Meal Equivalents

150 Breakfast(s) is equivalent to 1.00 meals).

1.00 Lunchis) is equivalent to 1.00 meal(s).

2.00 Snack(s) is equivalentto 1.00 mealls).

1.00 Dinner(s) is equivalent to 1.00 meals).

1.50 Supper(s] is equivalent to 1.00 meals).

§ 150 A La Carte amount is equivalent ta 1.00 mealfs).
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Topic: Special Assistance Programs

Special Assistance Programs
Special Assistance Provision 1 — at least 80 percent of
) Programs the children enrolled are eligible for

free or reduced price meals to certify

Charge Limits children eligible for free meals for a 2
year period. Schools continue to take
Aftendance Factor daily meal counts of the number of

meals served to children by type as
the basis for calculating
reimbursement claims.

Terminals

Manage Periods

Provision 2 — requires that the
UFS Export school serve meals to participating
children at no charge but reduces
application burdens to once every 4
years and simplifies meal counting
and claiming procedures by allowing a
FSA Export school to receive meal reimbursement
based on claiming percentages.
Additional 4-year extensions to
Provision 2 are possible when certain
conditions are met.

Reimbursement Claims

Balance Import

On the Special Assistance

Programs screen:

Programs MNew...
Program Type Base Year Starting Ending Configuration Level Meal Types - NO defaUIt SEIGCtlonS
Mo records ta display. are made.
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Adding a New Provision

Special Assistance Programs

Programs

Program Type Base Year

Starting

Ending

New...

Configuration Level Meal Types

No records to display.

On the Special Assistance
Programs screen:

Click !

| Meal Equivalents |

Fiscal Year

2011-2012[=]  Apol

Meal Equivalents

15 Breakfast(s) is equivalent to 1 meal(s).
1 Lunch(s} is equivalent to 1 mealls).

H Snack(s) is equivalent to 1 meal(s).

1 Dinner(s) is equivalent to 1 mealfs).
15 Supper(s) is equivalent ta 1 mealfs).
$ 200 A La Carte amount is equivalent to 1

meal(s).

Cancel | Save

In the Meal Equivalents
group:
= For the first five
listings (Breakfast,
Lunch, Snack, Dinner
and Supper), enter:

* The local meal
count, and

* The reimbursable
meal equivalent
count.

= For the last listing (A
La Carte) enter:

* A dollar amount,
and

* The reimbursable
meal equivalent
count.

= Click .

|‘ The meal equivalents have been saved

successfully

Fiscal Year

Meal Equivalents

15 Breakfast(s) is equivalent to

1 meal(s).
1 Lunch(s) is equivalent to 1 meals).

2 Snack(s) is equivalent to 1 meal(s).

1 Dinner(s) is equivalent to 1 mealis).
15 Supper(s) is equivalent to 1 meal(s).
§ 2.00 Ala Carte amount is equivalent to 1

meal(s).

Meal Equivalents |

A success message
appears.
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Appendix A:
-ree & Reduced Eligibility
Permissions
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Module: Free & Reduced Eligibility (FRE)

The Free & Reduced Eligibility module includes six (6) categories of options which are described in the
table below.

Table A.2: Free & Reduced Eligibility Options

Category: Administration

4| Household Letters

Allows access to printing letters to Households

Category: Applications

/| Direct Approval

Allows user to process applications with the Direct Certification process, either
manually or through file importation

41" FRE Master Index

Allows user to access the Master Index function that is used to quickly search for an
application

Y|' FRE Temporary Approvals

Allows user to tag an application with a temporary approval

¥|' Remove Application From A Batch

Allows user to remove an application from the current batch

41" Smart Bin

Allows user to access the Smart Bin function that is used to manage
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Is Auditor

Allows access to auditing functions

Manage Auditors

Allows management of auditor functions

Online Apps Administrator

Allows access to manage online applications collected through Parent Online web
site

Alaska PFD Amount
* For Alaska Districts only

Audit

Allows a user to generate an Audit CD

Change Eligibility Status
Allows user to change students’ eligibility status

NOTE: To perform this function user must allow be allowed to Edit Student
Details in the System module.

Delete Batch

Allows user to delete a scanned batch

Direct Approvals

Allows users to process Direct Approvals

Direct Certification

Allows user to import Direct Certification lists from the state
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Export Notifications

Allows for export of notification letters in a file

Force Check In A Batch

Allows user to override a checked-out batch in Validation and Notification functions

FRE Configuration Settings

Allows user to configure FRE settings

FRE Reports

Allows user to access FRE Reports

Grace Period Letters

Allows access to generation of Grace Period letters

Import application information

Allows user to import application information

Manage Editable Letters
Allows user to modify FRE Notification Letters

Map Forms
* Leave cleared for district users

Allows Cybersoft to map forms

Master Index

Allows user to access the Master Index to quickly search for an application

Online Application Letters

Allows access to generation of Online Application letters

Pre Approve Applications
* Pre Approval Districts only; all others leave cleared

Allows user to enter application details for Pre Approval
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41 Pre Approved No ID List
* Pre Approval Districts only; all others leave cleared
Allows user to add student to No ID List

4| Pre Approval Delete No ID Student
* Pre Approval Districts only; all others leave cleared

Allows user to delete No ID students

4| Pre Approval Modify Application
* Pre Approval Districts only; all others leave cleared

Allows user to

4" Pre Approval Modify No ID Student
* Pre Approval Districts only; all others leave cleared
Allows user to modify No ID students

4" Pre App Change School for Application
* Pre Approval Districts only; all others leave cleared

Allows user to

/|' Pre App Change School for No ID Student
* Pre Approval Districts only; all others leave cleared

Allows user to change NO ID student’s school

4| Print Application Image From Tracking

Allows user to print Application Images in FRE Verification Tracking

4| Process

Allows user to update applications

¥|' Reduced Meal Rates

Allows user to configure Reduced Meal Rates

4| Scan

Allows user to scan FRE applications

4|/ Send Notification

Allows user to send Notification letters after Validation is complete
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4| Sibling Status Report
* Pre Approval Districts only; all others leave cleared
Allows user to
4" Smart Bin
Allows user to place applications in the Smart Bin
4| Student Application Search
/| Students on hold
Allows user to place students on hold
4| Temporary Applications
Allows user to process Temporary Approvals
4 Tracking
Allows users to track responses from the Verification sample list
4" Validate
Allows users to validate scanned applications
4| Verification Sampling
Allows user to generate a Verification sample
41 Verify
Allows user to validate processed applications that have been selected for
verification
Category: Students
4| FRE Scan

Allows access to scanning of FRE applications
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Module: Inventory

The Inventory module includes six (6) categories of options which are described in the table below.

Table A.3: Inventory Options

Create/Update Pick Delivery Tickets

Allows access to generation of warehouse Pick and Delivery tickets

Manage Routes
Allows for creating and managing delivery templates and routes;
When this option is selected (check mark added), the following functions are available:
Inventory > Central Warehouse > Delivery Templates
Inventory > Central Warehouse > Routes

Manage Warehouse Map
Allows for creating and managing bins in a central warehouse ;
When this option is selected (check mark added), the following function is available:
Inventory > Central Warehouse > Warehouse Map

Par Level Orders
Allows access to set Par Levels and to generate Par Level orders;
When this option is selected (check mark added), the following functions are available:
Inventory > Central Warehouse > Par Level Ordering

Inventory > Central Warehouse > Set Par Levels

Print Distribution Tickets
Allows access to print Pick and Delivery tickets;
When this option is selected (check mark added), the following function is available:
Inventory > Central Warehouse > Warehouse Tickets

When this option is cleared (check mark removed), Pick and Delivery tickets can be printed
through the Distribution function
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“|'  Warehouse Bin Transfer

Allows for performing transfer of items between warehouse bins, performing a bin inventory,
and viewing all bin transactions including transfers, put aways and production pulls (Central
Kitchen),

When this option is selected (check mark added), the following functions are available:
Inventory > Central Warehouse > Bin Transfers
Inventory > Central Warehouse > Bin Transactions
Inventory > Central Warehouse > Bin Inventory

4| Warehouse Distribution
Allows access to distribution functions for a warehouse site;
When this option is selected (check mark added), the following functions is available:
Inventory > Central Warehouse > Distribution

When this option is cleared (check mark removed), Pick and Delivery tickets can be printed
through the Warehouse Tickets function, when available;

4| Warehouse Inventory Adjustment

Allows for adding, removing or managing items or item quantities in a central warehouse
inventory;

When this option is selected (check mark added), the following function is available:

Inventory > Central Warehouse > Inventory Adjustments

Y| Warehouse Physical Inventory
Allows for performing a Physical inventory for a central warehouse site;
When this option is selected (check mark added), the following function is available:

Inventory > Central Warehouse > Physical Inventory

4| Warehouse Put Away
Allows for performing Put Aways of inventory items in bins in a central warehouse;
When this option is selected (check mark added), the following function is available:

Inventory > Central Warehouse > Put Away

4| Warehouse Replenishment
Allows for moving inventory from Fixed bins to Pick bins at a warehouse site;
When this option is selected (check mark added), the following function is available:

Inventory > Central Warehouse > Replenishment
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4| Warehouse Withdrawals and Transfers
Allows for creating inventory Withdrawals and Transfers at a warehouse site;
When this option is selected (check mark added), the following functions are available:
Inventory > Central Warehouse > Withdrawals
Inventory > Central Warehouse > Withdraw Items
Inventory > Central Warehouse > Transfers
Inventory > Central Warehouse > Transfer Items
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Category: Configuration — when this category is selected, the following functions are available
on the Configuration menu:

Vendors, Quick Price Change, Items, Review Settings, Item Categories,
Valuation Groups, EOrder Setting, Item Storage Categories

4" Order guide setup

Available in future release

/| Manage E Order Settings
Allows access to create and manage electronic order settings;
When this option is selected (check mark added), the following function is available:

Inventory > Configuration > EOrder Setting

¥/ Manage Ordering Groups

Available in future release

¥/ Manage Items
Allows access to create and manage item records and item categories;
When this option is selected (check mark added), the following functions are available:
Inventory > Configuration > Items
Inventory > Configuration > Item Categories
Inventory > Configuration > Quick Price Change

/I Manage Review Settings
Allows access to create and manage order review settings;
When this option is selected (check mark added), the following function is available:

Inventory > Configuration > Review Settings

v Manage Storage Item Categories
Allows access to create and manage storage item categories;
When this option is selected (check mark added), the following function is available:

Inventory > Configuration > Item Storage Categories

/| Manage Valuation Groups
Allows access to create and manage valuation groups;
When this option is selected (check mark added), the following function is available:

Inventory > Configuration > Valuation Groups

4| Manage Vendors
Allows access to create and manage vendor records;
When this option is selected (check mark added), the following function is available:

Inventory > Configuration > Vendors
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| Capture Physical Inventory
Allows for entering details of and viewing the status of a Physical inventory;

When this option is selected (check mark added), the user can start, save, change, and reconcile
a pending inventory; however, a reconciled inventory cannot be modified.

Inventory > Inventory > Physical Inventory
Inventory > Inventory > Physical Inventory Status

“|' Modify reconciled physical inventory

Allows for changing details of a Physical inventory that has been reconciled;

When this option is selected (check mark added), the Physical Inventory Reconciliation screen
offers the button/function;

When this option is cleared (check mark removed), a pending physical inventory can be
modified with the MedPwsicalwenon) b, ev0n function;

Y| Reconcile Physical Inventory
Allows for reconciling a Physical inventory;
When this option is selected (check mark added), the Physical Inventory Reconciliation screen
offers the button/function; also, the following function is available:
Inventory > Configuration > Inventory Periods

¥ View Perpetual Inventory

Allows for displaying a perpetual site inventory;

When this option is selected, the following function is available:
Inventory > Inventory > Perpetual Inventory
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Category: Ordering

J

Adjust Receive

Allows for adjusting quantities and pricing on received orders

Adjust Receiving Price

Allows for changing pricing data on received orders

Edit Open Orders

Allows for changing orders in an Open status

Generate EOrders

Allows access to generation of electronic orders

Manage Emergency Orders

Allows creation of emergency orders

Manage Ordering Groups

Manage Orders

Allows for creating, viewing and changing orders
(POS > Ordering)

Merge Orders

Allows for merging orders to the same vendor

Override Delivery Schedule

Allows for changing the standard delivery date on an order

Receive Items

Allows access to receive items for an order

Release Daily Limit Exceptions

Review Orders

Allows access to review orders created by other locations

Switch Order View

Allows for changing order view from List view to Order Guide view
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¥I" " View Order Available Quantity Details
Allows for display of available quantities on hand when creating or changing an

order

¥]" Export Inventory valuation

Allows access to create file with inventory valuation data

Generate On Demand Reports

Allows for generation of on-demand reports

W' Reports
Allows for displaying the Reports menu;
When this option is selected, the following reports are available:

Print Orders Inventory Valuation Purchases

Iltem History Item Inventory Discrepancy

Transfers Usage Transaction History
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Add To Inventory

Allows access to create inventory additions

Adjust Add To Inventory

Allows access to change inventory additions

Adjust Simple Transfer

Allows access to change inventory transfers

Adjust Withdrawal

Allows access to change inventory withdrawal items and quantities

Cancel Add To Inventory

Allows access to add items to inventory

CANCEL Simple Transfer

Allows access to cancel inventory transfers

Cancel Withdrawals

Allows access to cancel inventory withdrawals

Manage Withdrawal Templates

Allows access to update withdrawal templates

Manage Withdrawals

Allows access to display inventory withdrawals

Transfer Items

Allows creation of inventory transfers
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View Transfers

Allows for display of transfers
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Module: Point of Service

The Point of Service (POS) module includes five (5) categories of options which are described in the
table below.

Table A4: Point of Service (POS) Options

Category: Administration

4| Accounts

Allows access to the Account Information screen

4I' Accounts Receivable Ageing

41" Add menu item in sale adjustment

Allows for addition of menu item to a previous sale

J|' Add New Student

Allows for adding a new student
(POS > Patrons > Students > Add)

4| Add Transactions

41" Adjust session beyond max amount

Allows for adjusting session for amount that exceeds preset reconciliation threshold

41 Allow reconciled and deposited option

4" Approve POS Accounts

/I Assign New PIN

Allows for assigning new PIN
(POS > Patrons > Students > Particulars tab)

J|' Auto Reconcile

Allows auto reconcile of sessions within the auto reconcile amount range
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4| Bank Deposits Summary

Allows access to the Summary option on the Bank Deposits report
(POS > Business Reports > Bank Deposits > Summary options)

4| Benefits Issuance

Allows access to the Benefits Issuance report

41" Bulk adjustment

Allows for making adjustments to multiple sales

4|/ Can Add Balance After Live

Allows for adding a beginning student balance after the student’s school is using
PrimeroEdge

4| Can Adjust Amount

Allows for adjusting account balances
(POS > Patrons > Accounts > Adjust Account)

4" Can Adjust Deposit Slip
Allows for adjusting deposit slips

¥ Can close POS from website

Allows for closing POS session from website

4| Can generate POS sales invoice

Allows for generation of POS sales invoice

¥|' Can Join and Split Persons

Allows for joining or splitting sibling accounts

4|/ Can Refund Amount

Allows for refunding on account balances
(POS > Patrons > Accounts > Refund)
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Can Return Check

Allows for processing returned checks
(POS > Patrons > Accounts > Return Check)

Can Transfer Funds

Allows for transferring funds from one student account to another
(POS > Patrons > Accounts > Transfer Funds)

Change price in reconcile transaction

Allows changing items in sale during reconciliation
(POS > Administration >Reconciliation > Adjust Transaction)

Close Period

Allows for closing the fiscal period
(POS > Management > Manage Periods > Close Period)

Default Restrictions

Allows setting of various restrictions for a student
(POS > Patrons > Students > Restrictions tab)

Delete a Menu Grid

Allows for removal of a menu grid
(POS > Menu Items > Menu Grids > Delete)

Deposit Slip

Allows for creating deposit slips
(POS > Administration > Deposit Slip > Add)

Edit Imported Data
Allows for editing imported data

Eligibility Analysis
* Only for use by Cybersoft

Enter Manual Sale

Allows creation of manual sale entries
(POS > Administration > Record Sales)

File Based Data Import/Export

Allows for importing or exporting data files
(POS > Management > UFS Export/Balance Import/FSA Export/Lockbox Import)
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41 Manage Charge Limits

Allows for setting charge limits
(POS > Patrons > Students > Restriction tab)

/| Manage Close Period

Allows access to close period
(POS > Administration > Reconciliation > [Closing Balance] Details)

4| Manage Command Keys

Allows management of command area on POS serving screen

¥/ Manage Default School Type Menu Grid

Allows for setting the default key map by school type
(POS > Menu Items > Default Menu Grids)

¥/ Manage Deposit Slip

Allows for viewing of deposit slips

¥/ Manage Meal Equivalents

Allows access to Meal Equivalents function
(POS > Menu Items > Meal Equivalents)

4| Manage Opening Balance

Allows access to close period
(POS > Administration > Reconciliation > [Opening Balance] Details)

/' Manage RDA (Recommended Dietary Allowances)

Allows management of RDA groups
* Used only at specific districts

¥/ Manage Student Menu Item Restrictions

Allows management of items on the “Restrict Menu Items” list
(POS > Patrons > Students > Restriction tab)

4| Manage Terminals

Allows for managing terminals

/I Meal Count By Terminal

Allows access to Meal Count by Terminal report
(POS > POS Reports > Meal Count By Terminal)
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Meal Types

Allows for creating new meal types and changing existing meal type information

Menu Items

Allows for creating new menu items and changing existing menu items
(POS > Menu Items > Menu Items)

Menu Grid

Allows for creating and changing menu grids
(POS > Menu Grids)

Modify menu item in sale adjustment

Allows for changing the price of a menu item in a previous sale

No Credit Student List

Allows for generating list of students not allowed credit purchases

Non-Participating Student List

Allows for generating list of students who do not participate in FRE

Operate POS

Allows operation of POS terminal

Payments

Allows access to the Payments function in the Students and Accounts functions
(POS > Patrons > Accounts/Students)

POS Configuration Settings

Allows access to POS configuration settings

POS Reminder

Allows access to generate Reminder letters

Post POS Accounts

Allows for posting POS accounts

Principal Account Lookup

Allows access to principal account information

Print ID cards

Allows for printing ID cards with an ID card printing machine
(POS > Patrons > Print ID Cards)
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41" Quick Payments

Allows access to create Quick Payments

4| Reconciliation

Allows for reconciling POS sessions
(POS > Administration > Reconciliation)

4| Reminders

Allows access to print low balance reminders
(POS > Administration > Reminders)

¥/ Remove menu item in sale adjustment

Allows removal of menu item from a previous sale
(POS > Administration > Reconciliation >Adjust Transaction > Remove)

4| Reports

Allows access to reports listed on the POS Reports menu in the POS module

4| Return Payment

Allows access to Refund function in Accounts
(POS > Patrons > Accounts)

41 Special Roster

Allows for creating, viewing and changing special rosters
(POS > Administration > Special Roster)

/| Student Invoice Payment

Allows access to generate student invoice payments

4" Student Invoice Printing

Allows access to print student invoices

4" Student Make Invoice Payment

Allows access to generate student invoice payments

4 Switch Menus on POS Terminal

Allows temporary switching of menus on POS Terminal

4" This User Acts as Manager

Allows access to manager functions
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41 Till Status

Allows access to Till Status report

41" Transaction Adjustments

Allows for making transaction adjustments required for reconciliation
(POS > Administration > Reconciliation)

4| View and Edit Manual Sale

Allows for viewing and changing completed manual sale entries

4| View Period

Allows for viewing the fiscal period
(POS > Management > Manage Periods)

4| View Session

Allows access to view open POS sessions
(POS > Administration > View Session)

Category: Management

4| Balance Import

/I FSA Export

4/ Manage Program

41" Payments Import

41" Program Configuration

4| Sodexo Vendor Export

Page 131

PrimeroEdge System Administration



Appendix C: Point of Service Permissions Cybersoft

Category: Patrons

41" Manage ACH Accounts

Allows access to manage ACH details for a patron account
(POS > Patrons > Accounts > Manage ACH)

Category: POS Reports

4" Activity Report

Allows access to Activity report
(POS > POS Reports > Activity)

41" Billing Summary Report

Allows access to Billing Summary report
(POS > POS Reports > Billing Summary)

4| Cash Collection Report

Allows access to Cash Collection report
(POS > Business Reports > Cash Collection)

4|' Claim Details Report

Allows access to Claims Details report

4| Deposit Slip Report

Allows access to Deposit Slip report
(POS > Administration > Deposit Slip > View > Print)

¥|' Edit Check Report

Allows access to Edit Check report
(POS > POS Reports > Edit Check)

4" Manual Sale Record Report

Allows access to POS Closing report
(POS > Administration > Print Close Session)

¥/ Meal and Cash Report

Allows access to Meal and Cash report
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4| Meal Count Report

Allows access to Meal Count by Terminal report
(POS > POS Reports > Meal Count By Terminal)

¥/ Meal Count by School Report

Allows access to Meal Count by Eligibility report
(POS > POS Reports > Meal Count By Eligibility

4| Meal Participation

Allows access to the Meal Participation report
(POS > POS Reports > Meal Participation)

4/ Menu Item Sales Report

Allows access to Menu Item Sales report
(POS > Business Reports > Menu Item Sales)

¥I' " No Charge List Report

Allows access to No Charge List report
(POS > POS Reports > No Charge List)

4" Payment Report

Allows access to the Payment report
(POS > POS Reports > Payment)

4| Print Daily Reports

¥|" Principal Account History Report

Allows access to Principal Account History report
(POS > POS Reports > Principal Account History)

4| Reimbursement Claim Report

Allows access to Reimbursement Claims report
(POS > Management > Reimbursement Claims)

¥/ Returned Checks Report

Allows access to Returned Checks report
(POS > Business Reports > Returned Checks)

4" Revenue Report

Allows access to Revenue report
(POS > Business Reports > Revenue)
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4| School Balance Report

Allows access to School Account Balance report
(POS > Business Reports > School Account Balance)

4| Student Balance Report

Allows access to Student Balance report
(POS > POS Reports > Student Balance)

4| Student Meal Report

Allows access to Student Meal report

4| Student Participation Report

Allows access to Student Participation report
(POS > Business Reports > Student Participation)

/| Student Roster Report

Allows access to the Student Roster report
(POS > POS Reports > Student Roster)

¥ Session Transaction Report

Allows access to Session Transactions report
(POS > POS Reports > Session Transactions)
(POS > Administration > Reconciliation > Session Report)

4| Tax Report

Allows access to generate and print Tax report

4| Tiered Pricing Report

Allows access to generate and print Tiered Pricing report

4" Transactions History Report

Allows access to the Transaction History report
(POS > POS Reports > Transaction History)
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Sales Invoice

Allows access to create sales invoices

NACHA Configuration (National Automated Clearinghouse Association)

Allows access to update student checking account information
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Module: System

The System module includes three (3) categories of options which are described in the table below.

Table A.5: System Options

Category: Configuration

4| View Licensing Information

Allows access to view site licensing for PrimeroEdge modules

4| Assign Site Licenses

Allows access to assign site license for PrimeroEdge modules

4| Edit License Key

Allows for changing the PrimeroEdge license key

Category: Management

4| Add Custom Reports

Allows access to create custom reports

4" Assign DE Jobs for DE Tasks

Allows access to assigning data entry jobs

4| Data Exchange

Allows access to create and update data exchange formats

/| Data Import Export
Allows access to the TOOLS/ IMPORT EXPORT

4| Data Import Logs

Allows viewing data import logs to verify completion

41" Delete Message

Allows access to delete PrimeroEdge messages

+|'  Disable Terminal

Allows access to disable POS terminal

4| Edit Person Details
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Allows for saving changes made to person details (including FRE temporary status
change

¥|' Enroll Fingerprints

Allows for enrolling student finger prints in those districts that use biometric
identification

/' Manage Attendance Factor

Allows for changing the school attendance factor

/I Manage BackOffice Settings
Allows for changing BackOffice Settings

/| Manage Devices

Allows access to the Manage Devices function on the Devices menu in the
Temperature Tracker module

4/ Manage Home Room

Allows for creating new Home Rooms and changing existing Home Room
information

¥/ Manage Navigation

Allows for changing the navigation tool bar in Primero Manager; changes made to
navigation are effective district wide

4| Manage Periods

Allows access to generate and change periods

v Manage Users at Same Level

Allows for managing other users with permissions set at the same

4 Management Mapping

Allows access to Management Mapping function

4| Merge Patrons

Allows for merging student accounts

41" Primero Monitor

Allows access to Primero Monitor
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Regions

Allows for creating new regions and changing existing region information

Reimbursement Rates

Allows for managing Reimbursement Rates

Roles

Allows for creating new roles and changing existing role functions

School Types

Allows for creating new school/site types and changing existing school/site
types

Schools

Allows for creating new schools/sites and changing existing school/site
information

Sif Logs

Allows access to SIF logs (student information system)

Students

Allows for managing students, including Particulars and Restrictions

Staff

Allows for creating new staff users and changing existing staff user information

Staff Types

Allows for creating new staff types and changing existing staff type information

Support Cases

Allows access to view support ticket tracking

Synchronize Terminal

Allows access to synchronize POS terminals

System Configuration Settings

Allows for changing system configuration settings

Terminal Setup Tool

Allows access to the Terminal Setup Tool which is used when setting up a
terminal for the first time, after transferring the terminal to a new location, or
when changing the terminal’s school/site
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41" Terminals
Allows for configuring terminals

4| User Security
Allows access to the Manage Users and Manage Roles functions on the Sites and
Users menu in the System module

41 Users
Allows user to manage users

4" Version Monitor
Allows access to the Version Monitor function on the System Tools menu in the
System module

/I View Application From Manage Students
Allows access to display student applications

4" Year Begin
Allows access to the “Year Begin” function (carry over status from last year for a
grace period)

¥/ View Custom Reports
Allows access to display custom reports

Category: System Tools

#|' Edit Error Messages
Allows access to edit error messages

41" Error Messages
Allows access to view error messages

YI' Import Pictures
Allows access to import student/staff picture files for inclusion on IDs

v

Logged-In Users

Allows access to view all logged-in users in PrimeroEdge
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