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STORE MANAGER (The process) 

Once Store Manager has been set up and menus have been created, there are three basic 

steps to follow. 

1. CREATE A PRODUCT  (Page 14) 

2. ADD THE PRODUCT TO THE MENU (Users will be able to view it on the app at 

this stage)  (Page 24) 

 

3. CATEGORISE only for schools that integrate Qkr with their School Financial 

Software (essential for products where there is a charge against the family 

(Victoria-Cases21) (Tasmania-Finance One,  refer ‘Best Practice Guide for 

Tasmanian Schools’ document)  (Page 26) 

 

   Customer View of App 
 

 

 

 

 

 

 

 

 

 

 

 

                                                                         Customer slides categories right to left, left to right. 

        

                                                         Customer slides products up and down 

Department  

Manage 

Student 

View 

Forms 

Category 

Product

s 

Menu 
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DEPARTMENTS 

There are four default Departments, however, not all four need to be used. (These can be 

altered to suit the school’s needs. DEPARTMENTS-EDIT) 

 Use capitals for the Department to make them more distinctive from menus 

 Canteen (can be amended to SPECIAL FOOD DAYS where appropriate if the 

school does not have a canteen) 

 School Event Tickets (Can be amended to PFA FUNDRAISING OR EVENTS etc.) 

 SCHOOL PAYMENTS (the majority of products should be added under School 

Payments) 

 SCHOOL UNIFORMS 

New departments can be added where appropriate, e.g. for OSHC.  

*NOTE* 

It is advised to keep Departments to a minimum. Contact the Qkr account manager 

for advice. 

Descriptions 

As a general rule, it is advised to add any descriptions in the menu. 

 

 

 

 
 

 

 

 

 

 

 

 

Select Edit 

to enter a 

description 

 
Hide a Department. 
Select Drop Down 
Hide 

 
Department description 
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MENUS 

Select MENUS to create a menu in a Department. 

There is generally one menu for each Department, however there are some exceptions.  

For example, a Special Food Day Menu and a Canteen Menu can both be under the Canteen 

Department as they utilise different types of Menus. 

From this view, you can: 

 Create new menus. 

 Hide menus when not in use. 

 View products contained in menus. 

 

 

 

 

 

 

 

 

 

 

View Products in a Menu 

 

 

 

 

Create a new 

Menu 

View Products in 

a Menu 

Hide a Menu 

Add a description. 

Select EDIT 

 

Select Edit 
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Create a New Menu 

There are three types of menus that perform in different ways. Ensure that you have the 

menu that will support the functions and reports that you require. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name your 

Menu 

Short 

Description 

(optional but 

helpful to 

assist parents 

in locating 

products 

Select when 

customers can make 

purchases at any time 

Works in 

conjunction with 

Tally & Sticker 

Reports 

(Refer Pages 

15,16 for Reports) 

Anytime Menu Range of Dates Menu One-Off purchase for 

a Fixed Date Menu 

Fulfilment Date & 

Final Date (& time) 

for orders appears 

on the product 

screen. 

Works in 

conjunction with 

Tally & Sticker 

Reports 

(Refer Page 35) 

New 



10 
 

Show/Hide Menus 

To hide a menu select -HIDE. Any products within that menu will not show. 

A hidden menu will display  indicating that it cannot be seen on the app 

 

To show a menu, follow the same procedure and select SHOW. 

NOTE* 

Always HIDE at the highest level; Department, Menu, Products in the menu. 

Don’t bother hiding products in PRODUCTS if they are not in the menu. They 

cannot be seen anyway 

 

NOTE** 

If you do not have any products showing in a 

menu then HIDE the Department. 

Otherwise customers are faced with this 

annoying message. 
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Reordering Departments, Menus, Categories and Products displayed 

on the app  

Departments 

Select Departments. Click and drag to move the departments into a different order. 

 

Menus 

Select MENUS. Click and drag to move the menus into a different order. 
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Categories 

Select MENUS-VIEW MENU 

Click and drag to move the categories into a different order. 

 

Products 

Click on the product category. Three lines will appear to the right of the products. 

Click and drag to move the products into a different order. 
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PRODUCTS 

 

 

 

 

 

Categories 
 

 

When a Product is created it is assigned a Category.  Similar products can be grouped into 

the same category, e.g. Camps 

You can  

1/ Choose a category that already exists by clicking in the field and selecting the existing 

category. 

2/ Enter a new category into the blank field. It will SAVE once you move the cursor out of 

the field and move on.  

 

 

 

 

 

                                                             

     

  

 

                                                                               

Category 

Products 

Categories are 

used to group 

products 

Product Click here to 

hide a product 

 
Click once to view the 

7 Booklist products in 

this category. 

Customer slides categories right to left, left to 

right. 

Customer slides products up and down 
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Create a Product 

 
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name your Product Select or create a 
new category 

Short description 
6-8 words max  

Long description 
2-3 sentences  

Enter cost only if there are 
no options  

Click here to 
create options  

Save product  

Click here to create 

a new product 

Click here to hide, 

delete or copy a 

product 

Click here to make 

changes to a 

product 

Stock Control. 
Limit number 
of products 
available 

Creates a field in the product 
where customer can enter text.  

Allows information to be added about 
the product for administration only 
(not viewed on the app) 

Upload a suitable 
product image  

Variants allow for a combination of 
options and prices 
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Category- Select, Create or Edit a category 

 

Categories that have already been saved will appear when you select the ‘Select Category 

Field’. 

To create a new category, type the new category in the field. It will save as you proceed 

with creating your product. 

To edit a category remove the category out of the field, select a new category or type a 

new category in. 

STOCK CONTROL 

Stock control enables a restriction to be placed on how many of that product is available 

to be purchased.  

When the level reaches 0 the product will not be visible.  

If the stock level for a particular size in uniform reaches 0, the purchaser will be 

informed that the size is no longer available. 

 

 

 

 

 

Select button, turn to 
green 

Add the amount of stock. 
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PRODUCT SETTINGS 
 

 

 

 

 

When Product Settings is activated, users are given the opportunity when purchasing to 

supply more information. This information appears in the transaction sheet in column AA. 

1. Is the customer note mandatory?  

If selected, users cannot move on until information has been supplied. 

2.  What label do you require for customer note?  

Instructions can be placed into the field to help the user. The more you write the 

smaller the text becomes. Keep it short! 

 

 

 

OPTION SETS 
 

 

 

 

 

 

 

 

 

 

 

 

Choice of three 
options   

App 

View 
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Create an Option Set 
 

 

 

Single Yes/No Option 

 

 

 

 

 

 

 

 

 

*NOTE* 

The default selection does not display on the sticker. However if the default is changed 

then the selection appears. e.g If the sausage product as the option set to NO, then it is 

assumed that all sausage products appearing on the sticker do not contain sauce unless the 

sticker displays,    Sauce  (YES) 

 

 

 

Add a price if applicable   

Label your option e.g Sauce   

Create a label so you can 
locate it in the Option Sets 
section where they are stored 
if it requires editing. e.g Hot 
Dogs Sauce 

Default the option to On 
or Off   

Create new   
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Name the Option that 
will appear on the app 
screen   

Provide a name for 
searching purposes 
internally   

Click the 
By Default 
to change 
to ON 

Click Add every 
time you add an 
option 

Enter dollar 
amount if 
required 

App View 

Label the 
option   

Click SAVE when 
completed 
 

List of Options (Single Option only) 

Customer can only make one selection. 

One selection must be turned ON By Default 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE** 

If you select the Single Option Only, one of the options must be selected. This will 

add to the total cost of the product. Therefore select $0.00 in the pricing of the 

product if you do not wish it to add on to the initial price. 

 

 

Full payment is selected to 
display the full cost of the camp 
to the parents when the view 
the product on the app 
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List of Options-Multiple Options 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

*NOTE* 

To create a button that can be ticked or unticked, select ‘Multiple Options 

and Maximum Selectable Items-1 or greater, depending on the number of 

options you are allowing to be selected. 

 

 

 

 

 

 

Customer can tick or 
untick. Choose 1 or 2 
Options 

Click Add every 
time you add an 
option 

Select ‘can select 
multiple items’ 

Enter the number of 
choices the customer can 
have up to the maximum 
options added 

Customer can tick or 
untick. 

App View 
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Payment Amount Options 

 

NOTE** 

This option automatically will default to an “Enter Amount” button  

after you have labelled it and selected SAVE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

App View 

Label the 
option. e.g 
‘Enter Amount’ 

Label the option for 
your reference. e.g ‘ 
Voluntary payments 
Enter Amount’ 
 
 

Other options can 
be suggested and 
defaulted to ON 

Select 
SAVE 

Customer selects 
button and enter any 
amount. 
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Hiding an Option within an Option Set 

Remove the Option Set from the Product. 

PRODUCT-EDIT- Scroll down to option Sets 

 

Hide or Delete the Option Set from all Products it is connected to. 

OPTION SETS-Drop Down 

 

 

 

 

Hiding an Option within an Option Set 

Select-OPTION SETS-EDIT 

 

 

 

 

 

 

 

 

 

Select the bin. This will remove the option 
set from the product. 
The option set can still be located in Option 
Sets and added again later. 

Selecting ‘Hide’ will hide the option set 
from all products it is connected to. 
Delete will permanently delete the Option 
from all products and from the Option Sets 
inventory.  
You will not be able to retrieve it. 

Select the tick to 
hide the option 
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VARIANTS 

Variants are used when there are multiple choices (i.e. sizes, colours) and prices. e.g 

Uniform sizes and cost. 

 

 

 

 

 

 

 

Variants allow the purchaser to make a variety of choices when purchasing. The choices 

appear as a scrolling wheel on the app. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the required size by scrolling. 

Select the arrow to display the size 
choices. 

Select the type of variant. Choose from 
the custom list or create your own. 
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To create a product that use the variants function go to 

VARIANTS when creating a product.  

 

 

 

 

 

 

 

 

 

Select button to turn function on. 

Select Variant Type, Select default 
heading or create a customised name. 

Create sizes by entering the size and 
selectin ENTER after each size 

Sizes and prices populate here with the 
price that was originally entered in the 
pricing field. Individual price adjustments 
can be made for larger sizes 
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ADDING THE PRODUCT TO THE MENU 

At the completion of this step the product will be available to be viewed on the app unless 

you HIDE the product in the menu. 

MENUS- VIEW MENU-ADD PRODUCTS TO MENU 

 

 

 

 

Select  Blue Add and  Green Add ?* 

 

 

 

 

 

 

 

 

HIDE A DEPARTMENT/MENU/PRODUCT 

Always hide at the highest level.  

DEPARTMENT  

MENU  

PRODUCT IN THE MENU 

If a product is not in a Menu it cannot be seen therefore it is unnecessary to HIDE 

in the Product inventory 



25 
 

Hide Departments 

 

 

Hide Menus 

 

 

 

 

Hide the Product in the Menu 

 

 

 

 

To SHOW is the same process   
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CATEGORISE THE PRODUCT 

For schools that integrate Qkr with their Financial software it is vitally important that 

the product is categorised and the family Debtor number is attached to the family (refer 

Page 41) 

ACCOUNTING-CATEGORISATION-UNCATEGORISED-INVOICE-SAVE CHANGES 

 

 

 

 

 

 

 

Products that do not have a charge on the school financial software can be 

categorised as OVER THE COUNTER. 

 

INTEGRATING QKR WITH SCHOOL FINANCIAL SYSTEMS 

It is essential when integrating Qkr with School Financial Software that processes are 

followed. 

1. Categorise the Product- INVOICE 

2. Ensure Debtor ID’s are attached to the family (refer ‘Import Instructions’ 

document) and (Debtor ID  Page 44) 

3. Check the Transaction Report for that period before Uploading the Accountancy 

Report attachment. 

 

 

 

 

Select 
Uncategorised 

Select Drop 
Down-INVOICE 

Save Changes 
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Example:  

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT NOTE** 

 

 

 

 

 

 

 

4. Accountancy Report- Save Attachment 

Right click on the attachment and save it on a drive that the Financial Software can 

access. 

Check date period 

Check Departments 
Identify the Departments that 
will contain INVOICE products 

 

Check Family Debtor 
Numbers are present for 
INVOICED Products 
Identify the Departments that 
will contain INVOICE products 

 

 

If the debtor number is missing for a product that is categorised as an INVOICED product 

then the transaction will not appear in the Accountancy report attachment.  

Complete a manual entry for this purchase on the school financial software. 

 

(Row 23, (Department) SCHOOL PAYMENT contains a product that is INVOICED. Family 

Number is missing. Enter this one manually) 
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Create a Product for a general purpose that has no specific cost 

(Example-General Purpose Product) 

This is a handy product to create as it can perform many functions and cover products 

that you do not have displayed on the app. e.g. 

 General use product for any payments where there is not a product displayed on 

Qkr. 

 Personal payment plan for parents who cannot make the payments as displayed on 

the product in Qkr. 

 Staff payments where parents cannot see what staff are paying for. 

 Products where there is not a set purchase price. 

 Donations and funds (voluntary payments) 

Select-PRODUCT- CREATE PRODUCT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name - Enter a name 

that is general e.g. 

General Purpose or 

Miscellaneous etc. 

 

Category – Select a 

category or create one 

depending on where you 

want the product to be 

placed 

 
Short Description & 

Long Description – Add 

text. Optional 

 
Imagery – Add a generic 

picture that reflects 

making a payment 

 

Pricing – Place a ‘0’ in 

the pricing.) The Option 

set will allow Users to      

create a price.) 

 
Product Setting – Select 

the grey button to green 

(refer to Product 

Settings diagram) 

 

Option Sets – Select CREATE 

NEW – PAYMENT AMOUNT 

OPTIONS 

Display Name: Enter Amount 

Internal Name: Enter Amount 

SAVE Option 

 

SAVE Product 
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PRODUCT SETTINGS 
 

 

When Product Settings is activated, users are given the opportunity when purchasing to 

supply more information. This information appears in the transaction sheet in column AA. 

3. Is the customer note mandatory? If selected, Users cannot move on until 

information has been supplied. 

4.  What label do you require for customer note? Instructions can be placed into the 

field to help the User. The more you write the smaller the text becomes. Keep it 

short! 

If you need to provide more detailed instructions, enter them in the Long Description and 

make reference to them in the label of the customer note. 

 

 

 

 

 

 

 

 

 

 

 

App view 

Select ENTER AMOUNT 

Long Description- Information will appear 

here 

Label information 
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CUSTOMIZE 
 

A product must be added to a Menu before it can be CUSTOMIZED 

Product-Availability 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Availability to personalise 

the product’s availability date in 

the calendar. 

 

Select NO, Matches menu 

availability 

Select days and/or dates you wish 

to prevent the product from 

appearing. Unavailable days are 

shaded grey. 

Select days and/or dates you wish 

to prevent the product from 

appearing. Unavailable days are 

shaded grey. 
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 Adding Forms 

 

 

 

 

 

 

 

Notifications 

Push Notifications 

 

When a NEW product is added to a menu a green bell will appear indicating a five hour 

window in which you can send a PUSH NOTIFICATION. 

The bell will appear grey after 5 hours and a PUSH NOTIFICATION cannot be completed. 

Adding an old product to a menu WILL NOT activate the push notification setting again. 

(Refer SENDING A PUSH NOTIFICATION AFTER 5 HOURS TIME HAS LAPSED) 

 

 

 

 

 

 

 

 

Attach a Form to the product 

Refer Page 50 CREATING FORMS 
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Select 

Notifications 

Select One Time Push Notifications 

YES 

Preview message will include 

“Product Name””Short Description” Now available on 

Qkr at “your school” 

 

Select recipients from either Year or Class 
NOT BOTH 

 

Select Send Notification 

 

Select Save 
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Sending a Push Notification after the Push Notification is no longer active 

Create a fake product. 

In the title of the product and the short description include the information you require in 

the Push Notification. 

In pricing enter ‘0” and SAVE 

Add it to the menu and then send the Push Notification. 

Remove the product and delete it. 

 

Preview message will include, 

“Product Name””Short Description” Now available on Qkr at “your school name” 

 

 

 

 

 

 

Email Notification 

 

 

 

 

 

 

 

 

 

 

 

Select 

Notifications 

Select Email Notifications 

YES 

Select when the notifications are to 

be received 

 

Enter email of each recipient and Add 

*HandyTip 

Sending a push this way enables it to provide more relevant information. ie Rather than 

just sending a Push Notification on a Sausage product that is part of your Footy Day, you 

can send a more appropriate message. e.g  Join in the fun activities on Footy Day. Footy 

Sausage Sizzle Now available on Qkr at “Your School Name” 
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Order Restrictions 

Order Restrictions is very useful in managing the number of purchases and by whom. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Order Restrictions 

Select the number of times the product 

can be purchased at a time. 

Select YES and choose Per Profile to limit 

the product purchase for each 

beneficiary 

Choose ‘Per User ID’ to limit the product 

purchase to the user registration 

 

NOTE* 

Limiting the number of items per order per beneficiary to 1 will eliminate the -1+ on the product 

screen. This is particularly handy for products you only want the customer to purchase 1 of. e.g 

Excursions, Fees, Camps 
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REPORTS 

 

 

Reports can be viewed at any time and be set up to be emailed automatically to the 

appropriate recipients. 

Transaction Reports 

Provide detailed reports of customer transactions. 

Reports are generated in a Spreadsheet format (excel) and can be individualised in a 

variety of way 
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View a Transaction Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Schedule a Transaction Report 

 

 

Select REPORTS-SCHEDULE 

Transaction Reports-SCHEDULE 

 

 

 

 

 

Select the Date 

range required 

Select the time 

range required 

Select the Departments 

required 
Select the Profiles 

required 

Generate 

NOTE 

If your report is to match the bank  

settlement amounts on your  

bank statement you must enter 17:30 in 

both time fields. 

 

 



37 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Label the report  

(Include the school’s name and type of 

report in the label.) 

 

Select the type of report required 

 

Select the Departments required 

 

Select the Profiles 

required 

 

Enter the recipients’ email addresses. 

Select ADD after each email. 

 

Select the days required to receive the report 

automatically 

 

Select the delivery schedule (Choosing Daily 

Bank Cutoff will automatically match it with 

the bank’s Cutoff) 

 

*NOTE* 

Select Daily Bank Cutoff and either 5 or 7 day reports to receive a report to 

specifically reconcile with the bank statements. 

Save  

 

NOTE 

All Departments must be selected if you 

wish to match the bank settlement 

amount on your bank statement 

(excluding third party departments) 
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Sticker Reports 
 

Provide information in a label format 

for specific orders e.g. Canteen and 

Special Food Days. 

Reports can be individualised in a 

variety of ways. 

 

 

 

Tally Reports 
 

Provide a summary for 

products ordered e.g. 

Canteen and Special Food 

Days. 

Reports can be 

individualised in a variety of 

ways. 
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**NOTE Special Food Day /Event Reports** 

Special Food Reports, Tally and Stickers are run off manually after the Cut-off date. 

 

 

 

 

 

 

 

 

 

Accountancy 

Enables a CASES21 (Victorian State Government Schools) report to be generated from 

Qkr and imported into CASES21 

Instructions for Exporting Qkr file and importing into CASES21 (refer to ‘Importing 

Instructions’ document) 

 

 

 

 

 

 

 

 

 

 

Select Start and End 
date of the report 
and time 

Select Cases21 
report to generate 
file 

Filter the 
Departments  

Select to create a 
scheduled report 
that will be emailed 
to you  

Menu – Choose the menu name required. 

Date – Choose the Fulfilment Date 

(The day of the event) 

Order by – What the label title will include. 

Filters – Enable specific features to be de-selected. 

e.g senior grades, select grades etc. 
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Reports (Transaction)  

 

There are two types of reports that can be created, 

1/ View Report 

2/ Scheduled a Report 

Select the report you require 

 

 

 

View Report 

Choose this report when you wish to, 

1/ Investigate a transactions 

2/ Re-create a report for a particular date and bank period 

3/ Combine reports together for particular dates and bank periods. 

 

 

 

 

 

 

 

 

 

 

 

 

Select a Start Date and 
End Date  If you want to 

reconcile with the 
bank statement you 
must select 17:30 for 
both dates  

Transaction Details provides full 
details of the transactions  

Select Generate for the 
report to download on a 
spreadsheet  

Transaction Summary provides a 
report that summarises the 
amount spent on each product 
and the total 

To reconcile with the 
bank statement all 
departments must be 
selected. Otherwise de-
select the Departments 
you do not require.  
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Schedule a Report 

Choose this report when you wish to, 

1/ Automatically receive reports to reconcile with the bank 

2/ Automatically receive regular reports for different departments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name your report. Always 
head your report with your 
school name or initials. E.g 
Quicker Primary School 
Trasaction Report  

Select the type of report 
you would like to schedule  

Select the departments you 
require  

** NOTE 

 

Always head your 

report with your school 

name or initials. 

** NOTE 

Select all the Departments if the 

report is to be reconciled with the 

Bank Statement. 

** NOTE 

If you create a new department you will 

need to EDIT your scheduled report and 

select the new department or you will not 

be able to reconcile the report with the 

Bank Statement. 

Select the frequency of 
your report  

Select the time and day/s 
you wish to receive your 
report  

** NOTE** 

17:30 must be selected to be able to reconcile 

the Qkr report with the Bank Statement. 

Add as many emails you 
require  and select ADD 
after each one.  
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Suspend a Report 

Reports can be suspended and resumed at a designated time. This is handy for holiday 

breaks and prevents your email being congested with unnecessary reports. 

Select REPORTS-CURRENT-          - SUSPEND 

 

Select the date for the suspended scheduled report to resume. If the resume date is not 

a delivery date the next valid delivery date will be selected. 
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COMMUNICATIONS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Communications provides 
information for  

 How To Guide- 
instructions for parents 
to register with Qkr 

 Newsletter Tips- Tips for 
parents to assist with 
Qkr- Handy for the 
school newsletter 

 Qkr! Logo- Handy for 
placing in the 
newsletter, invoices, 
camp and excursion 
information. 
 

Select YES if the schools 
runs a canteen that will 
appear on the app 

** NOTE** 

Canteens managed by a third party, not 

operated by the school can appear on the app 

as long as they have their own Commweb 

facility. 

Contact your account manager for advice. 
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ACCOUNTING 

Debtor ID (Family Number) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Debtor ID(Family Number) for  

 Matches-Registered families 
where the B-pay number has 
matched 

 Non-matches-Registered families 
where the B-pay number has not 
been matched 

 Settings-  
-Upload B-pay file from CASES21 
-Configure and email address to                           
inform you of non-matches 

A Match with 
DEBTOR ID 
reference  

 A Non-match. No 
DEBTOR ID 
reference number  
 

 Upload CASES21 file containing 
required information including 
the DEBTOR ID number 

Set up an email 
notification to inform 
you of non-matches 

Refer to Cases21 

Instructions 

document for 

Exporting CASES21 

file and importing 

CASES21 file works in the 

background 
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Hide registrations with no matching reference number 
 

 

 

 

 

 

 

 

Attaching Bpay reference number to Non-Matches 
 

Copy the Bpay/Customer Reference Number from the spreadsheet created from 

CASES21.(Victoria) 

 

Paste it into the Customer Reference field in the Non-Matches making sure that it link to 

the correct family. 

Select SAVE 

 

 

 

 

 

 

Registrations that will never have a Bpay reference number 
will be contained in the Hidden Tab. 
*They cannot be deleted. 

Paste in DEBTOR 
ID/Family No 
reference  

Select SAVE 
and OK 
(When screen 
is refreshed 
the family will 
appear in the 
matches 
window)  

Select ‘Hide’ to 
remove non-matches 
that don’t have a Bpay 
reference number. e.g 
Staff, Guests 
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Qkr! SETTINGS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose  

1/ My Receipts-to view your receipts 

 

2/ Manage Payment Cards- to Add, 

Edit or Delete a card. 

 

3/ Inbox- view Push Notification 

messages 

 

4/ My Profile- enables the editing of 

name, email and password 

 

4/ Settings -reveal more options 

(screen shot below) 

 

5/ Sign Out- Registration sign out. 

 

 

 

 

 

On the start up screen choose 

to reveal settings 

Swipe left to 

return back 

your school 

main screen. 

Choose to return to the main 

screen 

Reset 

Password 

Choose Edit 

Profile 
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Viewing Receipts 

Receipts of purchases can be viewed on your phone and emailed to you. 

 Viewing receipts on your phone. 

 

Select My Receipts 

 

You will be required to enter your password 

 

Receipts of your purchases will be displayed 

 

Select the receipt to view in greater detail. 

 

Cancelling an order 

Using the              button you will be given the option to cancel 

 all or individual items. 

*NOTE* 

Cancelling items must be done  

before the cut-off date. 

 

Money is credited to the users account  

until the next purchase  

in that department. 

 

This will be identified in red in the transaction  

Spreadsheet. 

 

This process is automatic and 

you are not required to do anything. 
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Send receipts to your email 

Choose Settings 

 

 

 

 

 

 

 

 

 

 

 

 

. 

 

 

 

 

 

 

 

 

 

Emailing Receipts 

Turn on ‘Automatic Email Receipts’ 

Receipts will now be sent to the email 

address you have previously entered 

into Qkr. 
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CREATING FORMS 

Forms can be used for a variety of purposes such as permission, competition and volunteer 

forms. 

Forms can be voluntary or mandatory. 

Mandatory forms ensure that the payment and form are completed at the same time. 

 

When first using forms create a template form first and then copy your forms from the 

template to save repeating steps every time you create a form. 

Forms are collected under Form Submissions. 

Generate PDF enables you to view the completed forms individually and also a summary 

sheet containing vital information. 

View enables the data to be placed into a spreadsheet. 

Create a Template Form (e.g. Excursions) 

Select FORMS-TEMPLATES 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select-NEW TEMPLATE  
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Enter the 
Template 
Name- NEXT 

**NOTE** 

This is just the cut off section of the form the parent returns to the school. Information has already been 

provided to the parents via other methods. 

 Add Your Text allows small 
pieces of essential 
information to be added. e.g  
Zoo Excursion. It does not 
provide a field for the parent 
to answer. 

A variety of fields can be 
selected that perform specific 
roles. 

 These two fields 
specifically relate to 
creating the summary 
page  

If you also wish other 
information to appear on 
the summary page, use 
either of these fields and 
rename. e.g Home group  
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 Add Your Text       Field  
Enables you to add text but does not create a 
field for parents to reply. 
Add a Title 

Enter Emergency 
Contact Name & 
Emergency Contact 
Phone. 
(These fields form 
part of the summary 
page) 

Ticked box 
indicate 
Mandatory 
field 

 Add Your Text 
Enter essential 
information required 
by the Department 
for parents to 
acknowledge the 
agree to the child 
attending the 
excursion 

Pick One  Field 
Optional but useful if 
you want to sort 
information by Home 
group when exported 
to a spreadsheet 

Created 
automatically when 
YES is selected for 
mandatory 
signature 

Helpful text 
to enter to 
help parents 
complete 
the form and 
payment 
fully (Refer 
to text 
below) 

Provides the view 
that will displayed 
on the phone Select Voluntary or 

Mandatory completion 
of the form 

The text provided assist parents in completing the whole process completely, form and payment. 

‘Once you have completed the form return to the cart and complete your payment.’ 

If the form is attached to a zero payment add, ‘even if the product value is zero.’ 
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Save And View 

Selecting the Save And View button will display how the form will be displayed on the 

phone. 

 

 

 

 

 

 

 

 

 

 

 

  

Attaching the form to a product 

Your product must be in a Menu before the form can be added. 

Select MENU-VIEW MENU-CUSTOMIZE for the product you wish to add a form to. 

 

 

 

 

 

Select CUSTOMIZE 
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Select Forms 

Select Add form 

Locate your form 
and Select Add 

Select SAVE 
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Removing a Form 

Select MENU-CUSTOMIZE-FORMS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Generate PDF 

When generating forms as PDF’s you will be able to sort them according to the following 

criteria. 

 

 

 

 

 

 

 

Scroll down to the 
bottom of the form 
Select 
Remove Form 

**NOTE** 

A form must be removed from the 

product before it can be edited and then 

re attached. 

**NOTE** 

Once a product has been purchased with a form 

attached it cannot be removed. 

A new form and product must be created. 

Consult your Account Manager for support. 
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As purchases are made with forms attached they are stored in Store Manager-FORMS 

A Summary Page is generated followed by the PDF of the actual form the parents 

completed. 

 

For Home Group details to appear on the Summary page refer to Page 47 

Use the Emergency Contact field again but rename it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Child’s name will 
automatically 
appear on the 
summary page 

Emergency Contact 
name  
and  
Emergency Contact 
phone number 

PDF created by the 
parent completing the 
form and making the 
purchase. 

Signature generated during the filling 
out of the form process. Parent signs 
on the phone screen 
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View Data 

View Data enables the information provided on the form to be exported into excel for further 

manipulation and sorting. 

 

 

 

 

 

 

 

 

 

** NOTE** 

Information provided by the parent on the form will only be held for a period of 90 days from 

the submission date. At that time the information will be purged. 

If you wish Home group data to appear in the excel spreadsheet then on the form use the PICK 

ONE field and list the Home Groups for parents to choose. Select the box to add the tick to make 

the field mandatory. 

Use the PICK 
ONE field and 
list the Home 
Groups. 

Add a Home 
group label 
and select 
ENTER 

Change the 
title to Home 
group 
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Select      
SEND 
NOTIFICATION 
to resend a 
notification 

MANAGEMENT 

Create a new user to access the Store Manager (Administration) 

To create a new user to be able to access the Store manager with their own user name and 

password select, SETTING-USER MANAGEMENT-CREATE USER 

The recipient will receive an email from Mastercard that will enable them to, 

ACTIVATE ACCOUNT 

They have 24 hours to activate it or else the email will have to be sent again. When the 

account is activated it will display as ACTIVE in Status. 

Delete a User Manager 

Select SETTINGS-USER MANAGEMENT- Drop Down Arrow- DELETE 

When deleting User Managers also go to REPORTS-SCHEDULED REPORTS-CURRENT-

EDIT and delete their email from any reports 

Add the details required 

Confirm 

Select Create 

Select OK 
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PROFILE MANAGEMENT 

Editing a Profile 

Select-SETTINGS-STUDENTS-EDIT PROFILE 

 

Adding a Profile 

Select-SETTINGS-STUDENTS-EDIT PROFILE 

Add information into the New Option at the bottom of the Profile Options list. 

 

Once an edit or new addition has been made select SAVE the customer/parent will receive 

a message when they access Qkr to ‘Update their Profile’. 

Commencing a New Year 

Edit and/or add new profile options for the new year SAVE 

 

Select ‘SEND NOTIFICATION’   All customers/parents will be notified update the child’s 

Year and Home group/class profile (Refer to Appendix 1 for “Updating Homegroup 

Reminder’ notice 

Select Edit 

Select SEND NOTIFICATION 
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Support 

Video Tutorials 

Video tutorials can be found in the Store Manager when you log onto your school. 

 How do I update a price of a product? 

 How do I hide a product? 

 How do I create a product with options? 

 How do I generate reports? 

 How do I create a fundraising event? 

 How do I setup installment payments? 

 How do I create products with variants? 

 How do I create products with a free text notes field? 

 How do I create a food item with options? 

 How do I create a basic excursion? 

 How do I create a special food day? 

 How do I create and use option sets? 

 How do I hide dates when the canteen is closed? 

 How do I enable or disable credit notes on a menu? 

 How do I set stock control for a product? 

 How do I customize order restrictions on a product? 

 How do I create a form for a product? 
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Qkr Forum 

Click on link 

https://groups.google.com/forum/#!forum/qkrforum 

Create Account 

First Name  - Last Name 

Click on ‘I prefer to use my current email address’ 

Type in your school email and create a password 

 

 

 

The forum guidelines for 

display name are First Name, 

Last Name, School Name, 

State. For example: John 

Doe, Quicker Primary School, 

VIC 

https://groups.google.com/forum/#!forum/qkrforum
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Contact: Susan Butler Office 

Phone No: 03 9098 2315 

Mobile: 0438 961 578 
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Appendix 1- Updating Homegroups/Class Reminder 
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