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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.

Category

Product

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 . —
Manage

Student
Quicker School
Fully functional demo school
[ Department ] View
Canteen FO rm S
Lunch
L Menu ,
 — Morning Tea
eseco Telstra 4G 1:22 PM speCial funeh day
Quicker School
I 'T_ Thu 16 Jun / School Event tickets
Hot Food Sushi Lunch Me Event Tickets
1"" 2 Apple Pie School Payments
Payments
/ Cheesy Roll $3.00
w@m Chicken Drumstick $3.00
é . - -
3 Chicken Roll $3.80 . . . .
_a e Ao Customer slides categories right to left, left to right.
@ Chicken Nuggets $1.00
_ _ Customer slides products up and down
Fantastic Noodles - Chicken $3.00
Flavour
L °
v




DEPARTMENTS

There are four default Departments, however, not all four need to be used. (These can be
altered to suit the school's heeds. DEPARTMENTS-EDIT)

e Use capitals for the Department o make them more distinctive from menus

e Canteen (can be amended to SPECIAL FOOD DAYS where appropriate if the
school does not have a canteen)

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

e SCHOOL PAYMENTS (the majority of products should be added under School
Payments)

e 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.

=
|
Google Chrome x MC Central Home % | Bl Qkr! Store Manager \ pp— -
€« C A | B https://qkr.mastercard.com/qkr_mss/app/storeFront#/department_management | =

(aakr  wwm

ermre®  Department description

Logged in as perry_kick@mastercard.com ' Logout

Help @

L) Qkr Sciioor Select Ed't

Name Description Payment provider to enter a
Departments
s description
ﬁ School Event tickets Graduation tickets now on sale dummy-1 (Default) Edit | =
WP Products a3
a Option Sets School Payments Pay for Excursions, Camps, Levies dummy-1 (Default) Edit | =
Reports
@ School Uniforms Order by 2.00pm for same day deli...  dummy-1 (Defaulf) Edit_j =
[E5] communications
Accounting
Hide a Department.
Settings
Select Drop Down .

Hide




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:

e Create new menus.
e Hide menus when not in use.

e View products contained in menus. Add a description

Select EDIT

Create a new

Google Chrome x MC Central Home x

Menu

C M & hitpsy/gkr.mastercard.com/gkr_mj

[ o

(3= Qkr! % Merchant Dashboard

Edithvale Primary School = Menus Help ©@

;ﬁ School Events

View Menu - You have no Menus created

= Edithvale Road,
" Edithvale VIC
3196

Canteen

Departments

Canteen Menu

Menus

/ Hide a Menu i
Products

View Meny -

Option Sets

Reports
& School Payments @ School Uniforms

Communications

Payments View Menu | = You have no Menus created

Accounting

Settings

View Products in

a Menu
View Products in a Menu
o [P=SE)
Google Chrome x MC Central Home x | [l Qu! Store Manager x \ |
& C f & httpsy/qkr.mastercard.com/qk t =

Payments

Quicker School

Qkr School
quicnEn
All Categories

Customize |w

Payments
i Customize |
Excursions L

School Charges f: Big Day Out & Graduation $50.00 Customize |’

Customize |=

ofo
<4§§.: Science Materials $4.00 Customize |w
Gk
“33 Cheerleading $160.00 Customze |=

H - s7000 cusomze [B 8
.,g Interschool Sport $15.00 Customize |=




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.

Create Menu
Name your
Menu
O Menu Details
Name * Short
Upload Image L.
Description
Description .
(optional but
helpful to
Menu type ( JAnytime Menu: Use this where products are to b .

New ~ purchase at any time (until manually hidden fron{ assist Pa rents
where cut-off times or order by dates do not app in Iocating
sticker and tally reports are not required. Mostly

WOFkS in products such as fees, fundraising, excursions, u products
. 3 . \ :-Range of Dates Menu: Use this where products a

ConjunCt|0n with ~ order on an ongoing basis for nominated days of‘WFWFEK, With

. the available days able to be selected from a 2 week calendar
Ta“y & Sticker view. A cut-off time for orders applies each day. Sticker and tally
Reports reports are available. Mostly used for canteens.

\ ;-One-aff purchases for a Fixed Date Menu: Use this where
~ products are normally purchased once, where they need to have
(Refer Page 35) a nominated cut-off date and time by which they need to be
ordered, and where there is a nominated fulfillment or event

date. Mostly used for events such as graduations and concerts,
and for special food days. Sticker and tally reports are available.

-

Anytime Menu Range of Dates Menu One-Off purchase for
a Fixed Date Menu

{ | perry SFLEGT DAY FOR DFLIVERY

—

500 z7 . 2 . 1

Fulfilment Date &
Final Date (& time)

MON TUE WED THU FRI

. -~ | for orders appears
on the product
.. .| screen.
e T |

o =
I'\__ S Y I'\__ e I'\,_ S Y 9



Show/Hide Menus

-

To hide a menu select "7 -HIDE. Any products within that menu will not show.

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

Menus

CAMNTEEN

Lunch Menu

View Menu -

=

SCHOOL EVENTS

Special Event View Menu -

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.

There are no products or

services available to buy
from this menu at the
moment

10



Reordering Departments, Menus, Categories and Products displayed

on the app
Departments

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

Manage Departments

Qkr School
@ Good Place

Departments

CANTEEN
PAYMENTS

Menus

SCHOOL EVENTS
Products

UNIFORM

Option Sets

Name Description Shared

Shared By Status

Payment Provider

Qkr School Account (Default)

Qkr School Account (Default)

Qkr School Account (Default)

Qkr Schoal Account (Default)

Edit

Edit

Edit

Edit

Menus

Select MENUS. Click and drag

= to move the menus into a different order.

Qkr School
@ Good Place

BB Departments
Menus
8P Products

45, Option Sets

$ Coupons

|~” Reports

Menus

CANTEEN

Lunch Menu

Recess Menu

View Menu

View Menu

-

-

11




Categories

Select MENUS-VIEW MENU

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

Filte Categ Search
All Categories
i Juice
Drinks -
— f Juice Box
Hot Food -
- =
Snacks o g Milk
A\
H Water
@%‘5 Chicken Nuggets

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.

Search Add Product(s) to menu

f Juice $2.00 Customize | =

All Categories

f Juice Box $2.50 Customize

$2.00 Customize

v
=
o
a
=
i

1l
B

=

=

-\
“ Water $1.50 Custormize =

12



Click here to

PRODUCTS hide a product

€« C A & hupsy//qkr.mastercard.com/qk

All Categories

customize| ¥
Camps

Activities Customize

Categories are
used to group

Customize |=.
Customize |+
Customize |=

products

Customize |

Customize |+

Customize |

Click once to view the

Customize |~

7 Booklist products in

Customize |+

this category.

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.

eseco Telstra 4G 3:56 PM

< Quicker School

Activities

Magic Show $5.00 . . .
/t/ i : Customer slides categories right to left, left to
r .
catego y School Swimming Program $85.00 rlght'
P
/ Q]ﬂ“ﬁ:;w Grade 2 Author Visit $4.00
Products @g i B0 Customer slides products up and down
\ $ Fete auction purchase $0.00 ﬂ‘
a @  Swimming P-4 Term 3 $90.00
I-IJ-I--
v




Create a Product

Google Chrome x ' [1] MC Central Home

<« C fi 8 https//qkrmastercard.com/qkr_mss/ap,

(= Qkr! % Merchant Dashboard

Quicker School Products

Qkr School
QUICKER Filter by Cate

gory

All Categories

Departments
Activities

Menus =
Birthdays [

Products
Booklists

Option Sets Boys

Reports Camps

Drink

Communications

Drinks.
Accounting

p/storeFront#/i

_!| Click here to create

nventory

School Fees

Vegemite sandwich

School fees

Newbie

Year 12 Graduation Jum

a new product

1 ogged in as perry_kick@mastercard.com Logout

Sortby:  Recently Added

Food

Giving

Test Products

Jumpers

$0.00 - $950.00

Help @

Click here to hide,
delete or copy a

$3.00 Edit =

product

Edit =

Click here to make

$11.00

$45.00 Edit Cha nges to a

product

Excursions Fleece F9 Jumpers $20.00 - $24.00 Edit =
Settings
Fete _ _ -
Name your Product
= New Product
Quicker School
i Fully Functional D e V —

emo Details

Add information to help define your

88 Departments
— product

5/ Menus

Upload a suitable
product image

»” Reports Imagery

Add a nice

_ mage to attract customers
~ Forms

[E5] Communications

Pricing

Accounting Set the price of your product
Settings

Product Note

Enter custom text to be dis; ed
tooltip on the product inve

Product Settings

Stock Control.
Limit number
of products

available

Stock Control

Track your stock level

Product Variants

multiple sizes and/or

g. T-Shirt with

Save product

Select or create a

Grade 6 Camp

Short Description

Long Description

Upload an
Image

price Including Tax *

s

(100 characters remaining)

note: Not available

Allow customers to provide more info when ordering (@

ind an existing option set

Track Stock Level (@

on Mondays and Wednesd

v | Camps

<| new category

Short description
6-8 words max

Long description
2-3 sentences

Enter cost only if there are
no options

=

Allows information to be added about

the product for administration only
(not viewed on the app)

N

Click here to
create options

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

Variants allow for a combination of
options and prices

14




Category- Select, Create or Edit a category

Mame * Category *

Year 5 Zoo Excursion v ‘

Select Category (1]

LA L LIy

Drinks
Short Description Entry Tickets
Events
Excursions

Long Description Fees

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 O, the purchaser will be
informed that the size is no longer available.

Stock Control Track Stock Level (@ < Select button, turn to
green

Track your stock level

Stock Control Track Stock Level -)

Track your stock level o -ﬁ Add the amount of stock.

15



PRODUCT SETTINGS

Product Settings
Allow customers to provide more info when ordering m
Customise settings for this product

Is the customer note mandatory? [ ]

What label do you require for customer note?

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. TIs 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
Select an Option Set Type .
Single Yes/No Option Other
o . . S _ Toasted +50.20 O
Select this Option Set Type when you wish fo offer your customers just ONE optional choice to alter their
product. E.g. Butter: Yes/No
Type
3 Enter Amount
List of Options Margarita o e e
Hawaiian O Lo
Select this Option Set Type when you wish to offer your customers a Selection of choices to alter their product. B8O Chicken O Cancel
E.q. Bread Type: Sourdough / Ciabatta / Wholegrain / etc. Q
Payment Amount Options an o uno
- - 1 + [tem Total: ~ $50.00 I 8 9
Select this Option Sef Type when you wish fo offer your customers the ability to pay or donate a sum of money Library Fund 0 a
You can provide your customers with a list of pre-defined amounts & give them the ability to specify an amount M
- - - - 'y o specty Enter Amount O

Close

16



Create an Option Set

Create new

Option Sets

e.g. Pizza toppings and/or type of
milk for a coffee

Find an existing option set

[ 4

Single Yes/No Option

R
Create Option Set

Label your option e.g Sauce

Single Option /
Create a label so you can

Your Reference

locate it in the Option Sets

-
Option Selected By Default Price Incremen t
e . $ 000
)
Default the option to On o [
or Off
*NOTE*

section where they are stored
if it requires editing. e.g Hot
Dogs Sauce

Add a price if applicable

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)

17



List of Options (Single Option only)

Customer can only make one selection.

One selection must be turned ON By Default

App View

Create Option Set

Name the Option that
will appear on the app o~ . 'x

List of Options screen

Display Name
Provide a name for
Internal Name searching purposes
internally
Click the , I —
Bv Default Selection Type .
v Click Add every
to change time you add an @ rar
to ON Y
option
elected By Default Price Increment m\/ SRR T $250.00
Back
L Label the Enter dollar
option amount if Full payment is selected to
required display the full cost of the camp
to the parents when the view
Click SAVE when the product on the app
completed
NOTE**

ingle 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.

18



List of Options-Multiple Options

App View
Customer can tick or
untick.
g . .

Create Option Set

Click Add every

Opton Set Name time you add an
. AR M
Reference Name optlon L T
{internal use) o —
Options By Default Cost Visible o etementdve 27212018
Instalment 2 due 12/3/2015  +
Instaiment 3 due 16/4/2016 +$65.00
Select ‘can select © e
CUSIOMEr  can select multiple options  + ——— mu Itlple |temsl ' @ vivrary
Maximum Selectable Options s -1+ eoman $95.00
| ) —
Enter the number of = /
. C . k e e T ——
choices the customer can ustomer can tick or
have up to the maximum untick. Choose 1 or 2
options added Options

| ore

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.

19



Payment Amount Options

automatically will default to an "Enter Amount” button

after you have labelled it and selected SAVE.

Label the
option. e.g
‘Enter Amount’

Create Option Set

Payment Amount Options

e / Label the option for
Internal Nome your reference. e.g
Voluntary payments
Enter Amount’

This Option Set will include an option which allows the customer to specify their own amount

Option Selected By Default Price Increment Visible
Mom Select
x SAVE
. Back
Other options can AbD Vi
iew
be suggested and i
defaulted to ON
l‘r'- 8 -\‘\"
I o
g o
- |
Enter Amount
$0.00
Customer selects —~ .
button and enter any - /
amount.

20



Hiding an Option within an Option Set
Remove the Option Set from the Product.

PRODUCT-EDIT- Scroll down to option Sets 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.

Big M selection 2 Options B
Chocolate $0.00 @ Or I

Strawberry $0.00 O off

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

OPTION SETS-Drop Down

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.

Cheese

pppppp

Hiding an Option within an Option Set
Select-OPTION SETS-EDIT

| Edit Option Set |

Orsley Name | yucecpton Select the tick to
T — hide the option

Selection Type cinals Antinn Ak 7 /
Option Selected By Default Price Increment Visible /
range s

Orang: L .00 %] =
AT @ $ | 000 o € =
[ [ =

21



VARIANTS

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

Select the type of variant. Choose from
the custom list or create your own.
aa Y

Product Variants

e.g. T-5hirt with multiple sizes and/or
colours Variant type

e.g. Colour, Size, Style "E. Red, Blue, Pink

Nt t e values with commas or press enter
Q
Size
Style

Variants allow the purchaser to make a variety of choices when purchasing. The choices
appear as a scrolling wheel on the app.

Select the arrow to display the size
N choices.

100% Cotton; Sizes XS - L /
-

12 -

Navy Jumper

Choose the required size by scrolling.

Done

//’

12
14
16

22



To create a product that use the variants function go to

VARIANTS when creating a product. Select button to turn function on.

Product Variants m /
e.g. T-shirt with multiple sizes and/or
colours Variant type Values
e.g. Colour, Size, Style e.g. Red, Blue, Pink
d E"II:, pes Separate values with commas or press enter
Q
Colour
Size
Select Variant Type, Select default
heading or create a customised name.
Product Variants [ o)
Sl i — e Create sizes by entering the size and
e.g. Colour, Size, Style e.g. Red, Blue, Pink selectm ENTER after each S|Ze
siee 5 £ £
£x
ant types Separate values with commas or press enter
Size Price
. - Sizes and prices populate here with the
price that was originally entered in the
10 27.00
pricing field. Individual price adjustments
h o can be made for larger sizes
14 27.00
16 29.00 v
18 29.00 v

23



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

PAYMENTS

Camps, Levies,
Fees & more

Create Menu

Payments
Pay for
Excursions,

Search
ﬁ Grade 3 Polly Woodside $23.00
2T
-:'E' Prep Hospital Visit $12.00
r Grade Prep Melbourne Aguari... $29.00

Add Product(s) to menu ’

Customize = =
Customize = =

Customize = =

Select Blue Add and

Add Product to menu Help @

Search keyword Excursions
ﬁ Grade 3 Polly Woodside Excursions
s

s Prep Hospital Visit Excursions
r Grade Prep Melbourne Aquari... Excursions
% Grade 1 Reptile Encounters Excursions
\...l Zoo Trip Excursions
& Years 5&6 Zoo Excursion Excursions
‘ Year 12 Graduation 2016 Excursions

= Sydney Trip Excursions

%T% New York School Trip. Excursions
e

$23.00

$12.00

$29.00

$10.00

$20.00

$35.00

$25.00

$0.00

$35.00

$0.00

In Menu
In Menu
In Menu
In Menu
In Menu
In Menu
In Menu
In Menu

In Menu

Cancel

Search keyword Excursions

ﬁ Grade 3 Polly Woodside Excursions
'; Prep Hospital Visit Excursions
’ Grade Prep Melbourne Aquari. Excursion s
% Grade 1 Reptile Encounters Excursions
*.l Zoo Trip Excursions
ﬁ Years 586 Zoo Excursion Excursions
‘ Year 12 Graduation 2016 Excursions
= Sydney Trip Excursions
@ Sclenceworks excursion Excursions
]}T% New York School Trip. Excursions
—i

$23.00

$12.00

$29.00

$10.00

$20.00

$35.00

$25.00

$0.00

$35.00

$0.00

Cancel @

Add Product to menu Help@

In Menu
In Menu
In Menu
In Menu
In Menu
In Menu
In Menu
In Menu

In Menu

HIDE A DEPARTMENT/MENU/PRODUCT

DEPARTMENT

MENU

PRODUCT IN THE MENU

in the Product inventory

Always hide at the highest level.

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

24



Hide Departments

o
Name Description Shared Shared By Status Provider
Departments _—
CANTEEN No dummy-1 I A
(Defaulf
Menus @ Hide
PAYMENTS No dumm & Delete =

(Defaul

Products

Hide Menus

Departments

Morning Tea g —_

Menus View Menu | =

Available
Wednesday [# Edit
Products and Friday @ Hide
only
il Delete
Option Sets —
P Lurch ViewMenu TN =—
Order before
8.30am five

Coupons

Hide the Product in the Menu

Departments All Categories
$23.00

ﬁ Grade 3 Polly Woodside Customize | =

Menus —
ICAS =
s @ Hide
Products = 525 Prep Hospital Visit $12.00
Excursions/Incursions = g B Remove
Option Sets
C = 2 oo Dren Melhaiens fonar 2000 .

Customize |=

To SHOW is the same process
¥ Show

W Remove

25



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

_

Select
Uncategorised

Select Drop
Down-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.
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Example:

Check date period

A B C ] E F G H J K L [} N 0
1 |Report: saction fems Created 05-Nov-2016 2010
2 [From 02-Nov-2018 17:30 Merchant: School Name
1 To: 03-Nov-2016 17:30 Locations: SCHOOL EVENTS, STAFF, CANTEEN, SCHOOL PAYMENTS, SCHOOL UNIFORMS
5
& Total Transacti 101 Coupar
7 Total Value of "3 & 420.30 Value ¢30.00
& |Average Spen($ 23.37 Unique 91
Check Departments 9 |Average Numb 2.2663 Repeat 3
. 10 Total Transacti
Identify the Departments that 11 TotalValue Rei3 000
will contain INVOICE products
Student  Student
Delivery  First Last Family
5 Transaction Re Date Location Card Customer Date Name  Hame Year Category Item Unit Price Qu
16 0360-883-631 (02-Nov-2016 17:49 " SCHOOL EVENTS 45+ = =% 1314 James Benson 18-Nov-2016 Baiey  Bensan "1154223489 04 -10 - Foundation Events School Disco $1000 1
17 |5556-T14-771 | 02-Nov-2016 17:53  CANTEEN 3z mm 112 00 C Mc Glinchey 03-Nov-2016 Harper  McGlinchey| 71154223174 08 - 15 - Foundation Frut Fresh fruit combo $250 1
18 |5556-T14-771  02-Nov-2018 17:53  CANTEEN X it} C Wc Glinchey 03-Nov-2016 Harper "1154223174 0§ - 15 - Foundation Snacks Nut Free Cookies s200 1
S8-T14-771  02-Nov-2018 17:53  CANTEEN 53 == =R 5009 C Mc Glinchey (03-Nov-2018 Harper  McGlinchey| "1154223174 08 - 15 - Foundation Hot Food Cheese & Vegemite Scrol 3300 1
20 |5555-714-771  02-Nov-2018 17:53  CANTEEN 537 == = 509 C Mc Glinchey 03-Nov-2016 Harper  McGlinchey| "1154223174 08 - 15 - Foundation Treats. JJ's (Flaveur: Chicken} $1.00 1
21 2643-443-500  02-Nov-2018 18:04 CANTEEN Eimmm L7RE  jaanne robinson 04-Nov-2016 Abbie  Robinson | 1154223026 1 - 21- Vear 1 Iey Treats Frozen Yoghurt Tubs (Flavour: Mango) $150 1
17 2643-443-500  02-Nov-2018 18:04 CANTEEN §i=====5785  janne robinson 04-Nov-2016 Abbie  Robinson | "1154223026 14 -21-Year1  Cold Food SUSHI (Options: Tuna) $300 2
23 2332-454-541  02-Nov-2018 18:04  SCHOOL PAYMEN 51 == == 7(2( Lucy E Guthrie Jake Thempson 44 -24.Year4  Parent Payment Grade 5 - Grade 6 (Essential Education $590.00 1
24 4683-860-783  02-Nov-2018 18:05 SCHOOL EVENTS S{==#=25785  jpanne robinson 18-Nov-2018 Abbie "154223026 14 - 21 - Year1  Events School Disco $1000 1
25 3137-620-815  02-Nov-2018 18:10  SCHOOL UNIFORI 4§=* ==+ = 9143 Carol Kemp i inghaus "1154213373 1] - 23- Year 1 Hair Accessorie Elastic Band with Bow - SkyBlue orNa' 3460 1
26 |3137-620-815  02-Nov-2016 1810 SCHOOL UNIFORM 46+ == =% 9143 Carol Kemp eth  Elinghaus "154213373 1§ - 23- Year 1 Girk Skort - Navy (Size: 10) 52200 1
27 9403-786-263  02-Nov-2018 18:24  CANTEEN 4 e e RG] 16 Luna Seantamburl 1154220881 2§ - 34 - Year2  Hot Food Low fat Frankfurt in wimeal roll $350 1
20 5403-786-263  02-Nov-2016 18:24 CANTEEN 45w TR Nov-2016 Luna Scantamburf 1154220881 20-34 - Year2  Drinks Flavoured Wineral Water (Flavour: Red) $2.50 1
26 RANG 702 NE3 A% Mo ANAE 48N panTEEL AE#? #he2 #24e TECA PETYERTIN Conntnmbid 424090004 4 A8 Vonrd  Reinle Bl scsreach Mille FElonsasne- Plamonlobal ennn 4
Transactions | Transaction ltems | Tr. Reconcile O] [ [

Check Family Debtor
Numbers are present for
INVOICED Products

IMPORTANT NOTE**

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)

4. Accountancy Report- Save Attachment
Right click on the attachment and save it on a drive that the Financial Software can
access.
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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.

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

Qker.

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

the product in Qkr.

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

e 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.

Pricing —Place a ‘0’ in
the pricing.) The Option
set will allow Users to
create a price.)

pew Product

Product

Option Sets

Product Variants °

Z

Category — Select a
category or create one
depending on where you
want the product to be

hort Description

placed

Short Description &

\

| L ]\

Long Description — Add
text. Optional

Imagery — Add a generic
picture that reflects
making a payment

Product Setting — Select

Settings

Allow customers 10 provide mere info when ordering -]

the grey button to green
(refer to Product

™

Settings diagram)

SAVE Product

Option Sets — Select CREATE
NEW — PAYMENT AMOUNT
OPTIONS

Display Name: Enter Amount
Internal Name: Enter Amount

SAVE Option
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PRODUCT SETTINGS

Product Settings

Allow customers to provide more info when ordering O
Customise settings for this product

Is the customer note mandatory? ®

What label do you require for customer note?

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.

Vs -~
e
‘ O cn— \’
[ R AT Select ENTER AMOUNT
‘@),
Enter Amount D Long Description- Information will appear

Please enter an amount below

here

.00
sood ENTER AMOUNT

Cancel Enter Amount

Indicate what you are paying for here 4/

Enter any special instructions here

___label information

1 A%C D%F

4 5 6

GHI KL MNO
PQ7RS T?V wgrz o 1 B imem ToTAL: $0.00
o s

N



CUSTOMIZE

e added to a Menu before it can be CUSTOMIZED

Product-Availability

Select Availability to personalise
the product’s availability date in
the calendar.

Customize Hot Dog for Lunch Help @

Hot Dog @ Hot Food

Select NO, Matches menu
availability

Select days and/or dates you wish l/

to prevent the product from
appearing. Unavailable days are
shaded grey.

l\

Customize Hot Dog for Lunch Help @

@ Order Restrictions [ Notifications [ Forms

& Customizations

) Availability

Custom Short Description | eiium bun and sausage

Custom Long Description

Change the price for this

menu only $ 3.00

@ sauce

Avallable Option Sets

Cancel Save

Hot Dog @ Hot Food

[ Customizations | £ Availability = @ Order Restrictions £ Notifications

O Forms

This product has customized availability

~ ~

~ Cut-off time for orders o |4 60
v v

Matches menu availability? (@

and | 0 days in advance

Display to customers
until:

Mon Tue Wed Thurs Fri Sat Sun

VIVIVEVEI0J@)

Select dates that you will <
NOT accept orders

Days of the week:

October 2018 >

Mon Tue Wed Thu Fri Sat Sun
o1 02 - 06 07
- .

- -
— o
S

— . Avallable days . Unavailable days
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Adding Forms

Attach a Form to the product

& |

(# Customizations B Availability @ Order Restrictions [\ Notifications [ Forms

D Attach a form to this product Add form

Cancel Save

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)

Fundraising

. Search
Filter by Category sare Add Product(s) to menu
All Categories .
ﬁ Silent Auction $0.00 @Customize -
Fundraising
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Customize Silent Auction for Fundraising

Silent Auction @ Fundraising

Email notifications (For Admin)

Send an email notification when this product is purchased

One-time Mobile Push Notifications (For Qkr Users)

Send a one-time mobile push notification te Qkr users letting
them know that this product is available

(& Customizations 2 Availability @ Order Restrictions [\ Notifications

Select
Notifications

[ Forms

One-time Mobile Push Notifications (For Qkr Users)

Send a one-time mobile push notification to Qkr users letting
them know that this product is available

Preview Message:

Silent Auction, Trivia Night. Now available on Qkr at Qkr School

- Select One Time Push Notifications
YES
[ ]
Cancel
L
Preview message will include

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

Select recipients from either Year or Class
NOT BOTH

Send To

Year Class

) Pre-primary . P-Blue

) Year1 ) 1-Red

(] Year 2 (1 2/3-Green

(1 Year3 ) 4-White

O Yeard O S-yellow B
1 Year5s ) 6-Purple

(] Year6 [ Staff

(1 Staff

Cancel

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"

| *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”

Email Notification

Customize Silent Auction for Fundraising

Select

Silent Auction @ Fundraising

Notifications

[# Customizations 4 Availability @ Order Restrictions [\ Notifications

Select Email Notifications

[ Forms
S : E
Email notifications (For Admin) YES
Send an email notification when this product is purchased @
i |
When should notification be sent? | immediately Y Select when the notifications are to
Please provide the email addresses of the intended notification recipients in the fields below be received

New Email Add

J
=

Enter email of each recipient and Add
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Order Restrictions
Order Resftrictions is very useful in managing the number of purchases and by whom.

Customize Silent Auction for Fundraising

Select Order Restrictions

Silent Auction @ Fundraising

Select the number of times the product
can be purchased at a time.

[# Customizations £ Availability @ Order Restrictions L1 Notj

Select YES and choose Per Profile to limit
the product purchase for each

Limit the number of items

per order per beneficiary 0

Can only purchase once YES @

O Per Profile (Beneficiary) beneﬁciary
Choose ‘Per User ID’ to limit the product Cancel

| purchase to the user registration

er per beneficiary to 1 will eliminate the -1+ on the product
articularly handy for products you only want the customer to purchase 1 of. e.g

Excursions, Fees, Camps
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REPORTS

4 Merchant Home Logged in as perry_kick@mastercard.com Logout

Report:
Qkr School eports

Good Place
View Schedule Current

Departments

View Report
Menus

Transactions Report
Products

Stickers Report

Option Sets

Tally Report

Coupons

Accountancy Report
Reports yRep

Forms Stock Level Report

Communications Custom Report

Forum

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 fransactions.

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

A 5 c o £ F o " ok . u W o |
1 Report Transaction tems Createa os-tan-2015 16.43

2 fFrom: 1062014 01,00 Werchant:  QuickerSchool

R 2 Dec 20142358 Locations:  Sehas Event tkets, Senool Unifans, Cantee, Sehool Pyments

A

& Total Transactions: © Coupons Redesmed

7 |Total Value of Transactions: 5488085 Value of Coupons Redeer $ 000 —

& Average Spend per Transaction ssoz Unique Users 2

5| Average Number of tems per Transactior2 RepeatUsers 5

10 Tota Transactions Refunded using Creaits

i1 Tota Vatue Refunded as Creditote 52170

iz

13

i

15 Transaction Ref Date Time Location Customer Card Delivery Date FulfilDate  Student Class  Year Category. Item Unit Prict Quantity Total
16 2367-908-403 14-0ct-2014 10:08 School Payments  Martin Colings. SGte wwwm 2w 7005 Emma Collings PREPH  Prep Activities: Mat $1000 1 $10.00
17 2367-908-403 14-0ct-2014 10:08. School Payments  Martin Colings 55 s 42 7025 Fakie Colings 121 Prep Activities. Grade & Camp (Installments: 20000) $200.00 2 $ 400.00
16 2%7-508.403 icooote  ous ScheolPayments Harth Colings pm—_ FakeCotngs 10l brep  Owing . Lbrary Fund (Uary Fond. 10000) Siwoo 1 40000
19 0917-363-764 14-0ct-2014 1423 Canteen Martin Colings: 45% == == 0561 15.0¢t-2014 15-Oct-2014 Emma Collings PREPH  Prep Lunch Meals  Sandwich (Bread type: Wholegrain, Filings: Onion, Toasted: Yes) $150 1 $1.50
20 0917-363-764 14-0ct-2014 1423 Canteen Martin Colings: 4w e e 2061 22 0et-2014  22-0ct-2014 Fakie Colings 121 Prep Lunch Meals  Sandwich (Bread type: White, Filings: Ham, Toasted: Ves) $150 1 $1.50
21 0917-363-764 14-Oct-2014 14:23 Canteen Martin Collings 457 e = 2551 22.0ct-2014 22-Oct-2014_Fakie Colings. 1121 Prep Snacks. Choc chip cookies - minis $100 1 $1.00
22 8107-947-460 15-0ct-2014 09:48 School Payments  Martin Colings: 4G e 2561 Emma Collings: PREPH  Prep Giving Library Fund (Library Fund: 45000) $450.00 1 $450.00
23 8107-947-460 15-0ct-2014 09:48 School Payments  Martin Colings. 45 = 2561 Fakie Colings 121 Prep Activities. Grade 6 Incursion (Installment: 5000) $7000 1 $70.00
24 5415-900-983 15-0ct-2014 1318 Canteen Perry Kick 4% = #5301 29 0ct-2014 22.0ct-2014 Perry Kick. Staff YearB Lunch Meals Fresh Garden Salad $300 1 $3.00
25 tes0.913.082 isodoote  e3s ere ey ok g o S301 240012014 24.0042014 Perry Kick St Vears Lunch s Sandwioh (Bread ype: Whis) st 1 s1eo
26 1890-913-062 15-0ct-2014 1435 Canteen Perry Kick 467 == 5301 24-0ct-2014 24-Oct-2014 Perry Kick Staff Year6 Hot Food Cheesy Roll $300 1 $3.00
27 3516-952-508 16-Oct-2014 14:34 Canteen Superman 517 mw w9346 17-0ct-2014 17-Oct-2014 Someone's Child PREPH _ Prep Snacks Apple pie £220 1 $2.20
28 3176-318-719 20-0ct-2014 13:05 Canteen Test Bi# e 2345 21-0ct-2014 21-Oct-2014 Test Chid Prep 2014 Prep Snacks Apple pie. 5220 1 $2.20
29 |1257-382-547 20-0ct-2014 1306 School Payments  Test 517 T T 2346 Test Child Prep 2014 Prep Activities. Grade 6 School Camp (Payment. Instalment 1 (by 30 march)) $100.00 1 $ 100.00
30 9955-152-674 20-Oct-2014 1307 School Event ticket Test 51w e 2345 Test Child Prep 2014 Prep Activities. Grade 6 Graduation Ceremony $1000 1 $10.00
31 9143-110-535 20-0ct-2014 13:07 School Uniforms  Test 5% wewe e D345 Test Child Prep 2014 Prep Jumpers. Full Zip Polar Fleece Jacket (Size: Large) $3500 1 $ 35.00
22 tisrsasas0 roazois 128 rem testonly 4 444 20.0012014 230642014 SamWlorhngton  1E Year1 Smacks  Appepe s20 1 sam
33 1137-669-030 21-0ct-2014 1428 Canteen testonly 44 T a444 22-0ct-2014 22-Oct-2014 Sam Worthington 1E Year1 Drinks Oak lits Milk: s200 1 $2.00

35



View a Transaction Report

Select the time
range required

Select the Date View Transaction Report

N

range required

Apr 5, 2018 00 | : 00
.
~ A
If your report is to match the bank End Date ADF5, 2018 23 1 50
settlement amounts on your v v
bank statement you must enter 17:30 in . i
i : Report Type ® Transaction Details
both time fields.
© Transaction Summary
Filter by Department @ CANTEEN

Select the Departments

¥ SCHOOL EVENTS

required —
I # SCHOOL PAYMENTS Select the Profiles
¥ UNIFORMS required
Header display fields # Class
¥ Year

o

Generate

Schedule a Transaction Report

Reports

Qkr School
Good Place

(GKrt

Select REPORTS-SCHEDULE

V\rrem

Departments

Transaction Reports-SCHEDULE

Products

Schedule a New Report
Transactions Report

Stickers Report Schedule
Option Sets
Tally Report Schedule

Accountancy Report Schedule

Stock Level Report Schedule

ponmf)
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Schedule Transaction Report

Report Name

Report Type

Filter by Department

Header display fields

Email Address

Delivery Schedule

Label the report

Saved Report Name ) (Include the school’s name and type of
) report in the label.)
® Transaction Details

O Transaction Summary

¥ CANTEEN
¥ SCHOOL EVENTS
¥ SCHOOL PAYMENTS

¥ UNIFORMS

— Select the type of report required

Select the Departments required

Select the Profiles
¥ Class required

ts must be selected if you
o match the bank settlement

¥ Year

me@example.com Add

amount on your bank statement
(excluding third party departments)

Enter the recipients’ email addresses.

Select ADD after each email.

_

Daily Bank Cutoff ——

® 5 days a week (Sunday to Thursday)

Select the delivery schedule (Choosing Daily
Bank Cutoff will automatically match it with
the bank’s Cutoff)

O 7 days a week \'
Select the days required to receive the report

automatically

ct Daily Bank Cutoff and either 5 or 7 day reports to receive a report to
specifically reconcile with the bank statements.

Save
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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.

(2x) Party Pie
Hot Dog [SAUCE: Yes]

Lasagne

Plain Yoghurt

—n

Jess Mamey (Year: Prep, Class: Prep A)

Milk [DRINKS: Chocolate]

Emerson Holloway (Class: Prep B, Year: Prep)

Just Juice [DRINKS: Apple & Blackcurrant]

Sandie Wishart (Class: Staff, Year: Staff)

“The Edithvale Wrap [EDITHVALE WRAP: Mayo, Avocado, Lettuce, Chicke

Lucas Wang (Class: Prep A, Year: Prep)

(4x) Chicken Nugget
Fresh Fruit Salad - Small
Milk [DRINKS: Chocolate]

Xavier Martine (Year: Prep, Class: Prep C)

Hot Dog [SAUCE: Yes]
Milk [DRINKS: Chocolate]

Andrew Ellis (Class: 1A, Year: Year 1)
Fried Rice

(3x) Chicken Nugget

Milk [DRINKS: Strawberry]

Delivery Date: Fri, 14 Sep 2018

Generation Date: 3 Oct 2018 11:48:51

Total Spending: $1296.00
Total Orders: 228

Category: Hot Items

Paper Bag 103
Nacho Sour Cream >> Yes: 5 23
Party Ple Sauce >> Yes: 27 70
Party Sausage Rolls Sauce >> Yes: 19 45
Regular Sausage Roll Sauce >> Yes: 13 21
Traveller Pie Sauce >> Yes: 17 25
Chicken Nuggets 50
Dim Sims Soy Sauce >> Yes: 39 39
Mini Pizza Muffin 16
Chicken Burger (Also is 9
Halal approved)
Baked Chicken Schnitzel 1
Roll
Boef Burger 1
Single Serve Fried Rice 4
Single Serve L 17
Single Serve Macaroni & 6
Cheese
Jaffles Type >> Ham, Cheese, Tomato: 3, 6
Spaghetti: 1, Cheese: 2
Fantastic Noodle-Chicken or | Flavours >> Chicken: 20, Beef: 2 22
Beef
Corn 4
Category: Special Food
Any Pasta & Oak Milk Pasta >> Allied Macaroni & Cheese: 5
2, Allied Lasagne: 3
Flavours >> Strawberry: 1,
Chocolate: 4
Salad Roll, Juice & Jelly Cup 0
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**NOTE Special Food Day /Event Reports**

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

Sticker Report Help @

View Report
Menu Fixed Date Menu

Date: Sep 20,2016
Order By @ Class

@ vear

U Room

LJ Last Name

sticker header

Filters Manage filters

Schedule a Report

Check the box to show this field in the

Cancel Generate

(~)

(+)

Accountancy

Enables a CASES?21 (Victorian State Government Schools) report to be generated from

Qkr and imported into CASES21

Instructions for Exporting Qkr file and importing info CASES21 (refer to 'Importing

Cases21 Report Help

View Report @

Start Date

End Date

Report Type

Filter by Department

Schedule A Report @

10-Dec-2014

12-Jan-2015

(© Over the Counter Report

(@® Cases21 Report

/—' file
@ Canteen

(w School Payments
(# School Event Tickets

@ School Uniforms

00

23

———

89

Menu — Choose the menu name required.

Order by — What the label title will include.

e.g senior grades, select grades etc.

Date — Choose the Fulfilment Date
(The day of the event)

Filters — Enable specific features to be de-selected.

Instructions' document)

= Select Start and End
° date of the report
b and time
/‘

I 00

v Select Cases21
| report to generate

B!

Filter the
Departments

ol

Select to create a
scheduled report
that will be emailed
to you
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Reports (Transaction)

There are two types of reports that can be created,

1/ View Report

Transaction Report

2/ Scheduled a Report T i+
Schedule a Report o
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.
9
Transaction Report
View Report =
Select a Start Date and N a
End Date EEEEEE Jun 29, 2016 e If you want to
v v reconcile with the
~ ~ bank statement you
Transaction Details provides full e ‘w R must select 17:30 for
v M both dates

details of the transactions

r —RS_P Vpe ® Transaction Details

2 Transaction Summary

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

To reconcile with the

ilter by Department ¥ Qkr Marketing Competition bank statement all

 Photos departments must be
[# school Unifarms selected. Otherwise de-
# School Event tickets select the Departments

you do not require.

Select Generate for the |7—

~— report to download on a 4
spreadsheet
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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 ransaction Report
head your report with your

school name or initials. E.g

Quicker Primary School Cort Name
Trasaction Report Saved Report Name
Select the type of report
Report Type @ Transaction Details you would like to schedule
) Transaction Summary
Iways head your .
report with your school Filter by Department I Qkr Marketing Competition
name or initials. ¥ Photos
& School Uniforms Select the departments you
- require
¥ school Event tickets
¥ Canteen
¥ School Payments )
Y all the Departments if the
¥ Special Fundraising report is to be reconciled with the
Bank Statement.
Header display fields ¥ Class ‘
¥ Room
Add ?s many emails you @ vear
require and select ADD e a new department you will
after each one. [ . to EDIT your scheduled report and
Email Address .
me@example.com Add :
select the new department or you will not
be able to reconcile the report with the
Bank Statement.
Delivery Schedule Daily
Select the frequency of
Time of Day 17 your report
20 -
Select the time and day/s
. you wish to receive your
. Mon Tue Wed Thurs Fri Sat  Sun
Tt 2000000

ust be selected to be able to reconcile Cancel
the Qkr report with the Bank Statement.

41



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

™
Quicker School Transaction Report Transaction Daily Bank Cutoff 1 Email Active Edit |+

1l Suspend
B Delete

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.

Select the date for the

suspended scheduled Oct 26, 2018

report to resume. If the e ——————|
resume date is not a < October 2018 >
delivery date the next Mon Tue Wed Thu Fri Sat Sun

valid delivery date will be

selected 01 02 03 04 05 06 07

08 09 10 11 12 13 14
15 16 17 18 19 20 21
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COMMUNICATIONS Communications provides

information for

c cn T e How To Guide-
— e instructions for parents
: to register with Qkr
’ o Newsletter Tips- Tips for
| parents to assist with
Qkr- Handy for the
— school newsletter

Newsletter Tips

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

Qkrl Logo

(20! @ Merchant Home Logged in as

. Communications
Quicker School

Fully fi ional

QUICKER
demo school

Departments

/ Menus

® Products How To Guide

A 'How To Guide' that includes How to guide (Non-Canteen)
instructions as to how and
carers can download and start using

e e et e Select YES if the schools

your school logo, QR Code and label

smbeddedithin runs a canteen that will

** NOTE**
Canteens managed by a third party, not appearon the app

operated by the school can appear on the app

s5, Option Sets

& Coupons

as long as they have their own Commweb
facility.

Ermpoeaaen WITNin It.
Contact your account manager for advice.

Qkr! Logo
Download the Qkr! logo for inclusion Qkr! Logo
in your marketing material. Qkr! Logo (Transparent)

Preferred Payment Method
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ACCOUNTING

Deblor IDs

Debtor ID (Family Number)

Qkr School
@) Good

Select Debtor ID(Family Number) for
e Matches-Registered families
where the B-pay number has
matched
e Non-matches-Registered families
where the B-pay number has not
been matched

/ e Settings-

-Upload B-pay file from CASES21
-Configure and email address to

inform you of non-matches

Family Numbers

y

CASES21 file works in the
background

A Match with
DEBTORID
reference

A Non-match. No
DEBTORID
reference number

Upload CASES21 file containing
required information including
the DEBTOR ID number

Refer to Cases21
Instructions

document for

Exporting CASES21

Set up an email
notification to inform
you of non-matches 44




Hide registrations with no matching reference number

O % . [3 MC Gental Home %)/ [l G Store Mnsger
€ = C i & hips//ghn
i pps % Bockmarks G Google Y Goog

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

Select ‘Hide’ to

remove non-matches

that don’t have a Bpay
reference number. e.g
Staff, Guests

Attaching Bpay reference number to Non-Matches

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

CASES21.(Victoria)
A B C D F G H
1 |STKEY SURNAME FIRST_NAME SCHOOL_YEAR DFKEY SURNAME_A BPAY_REFERENCE STATUS
2
3 | DALOOO2 DALY Isabella '5 ABDOOO4A ABDULRA ACTV
4 |DALO0O3 DALY Nur llaria '2 ABDOOO4 ABDULRA 1230111456 ACTV
5 |ABEOOO1 ABEYCAN Nikita '6 ABEDDD2 ABEYCAN '1230106?2? LVNG
6 |ABEOODG ABEYCAN Taya '4 ABEOOO2 ABEYKCAN '123010873? ACTV
7 |AJROOOL AJROH Alannah '6 AJROOOZ AJROH '1230148525 LVNG
3 |AJROOD3 AJROH Kyara '3 AJRODO2 AJROH '1230107925 ACTV
9 |AKHO001 AKHRAJENKO Victoria 'D AKHO002 AKHRAJENKO '1230111592 FUT

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

Select SAVE

Paste in DEBTOR
ID/Family No

W Products

1, Option sets

& coupons

Family Numbers

Matches Non-matches

My (vear 4)
Colleen (Year

Alexander sam (Prep)

ALIAGA Adrian (vear

3)

3). Danlel (vear 1)

reference

save

Select SAVE
and OK
(When screen
is refreshed

save  Hide

save  Hide

the family will
appear in the
matches
window)
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screen

Qkr! SETTINGS

On the start up screen choose
to reveal 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.

Choose to return to the main

essco Telstra 4G

<

Use My Location

Push Notifications Enabled

Swipe left to

ecc Telstra 4G 2:12 PM -} - r'efur'n baCk

@ your school

Discover AlTivity

main screen.

Reset
Password

Choose Edit

ail Optus = - 4

v

‘ Perry DISCOVER

My Receipts Previous|

Manage Payment Cards

Inbox
My Profile Nearby L
MEL
Settings £, EQ%
£ ° %

Scan Invoice QR Code

2:12 PM

(am P

SETTINGS

Sign In with Touch ID [ )
Automatic Email Receipts U
Always prompt for password on

checkout

Check for update at app launch U
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Viewing Receipts
Receipts of purchases can be viewed on your phone and emailed to you.

Viewing receipts on your phone. R

PREVIOUS L

Select My Receipts | . perryKic

B My Receipts

~1 Manage Payment Cards

Edit Profile
NEARBY LOI

DACU

Settings

You will be required to enter your password

Receipts of your purchases will be displayed

Legal

Sign Out

Select the receipt to view in greater deftail. = o

Cancelling an order

ABN: 12 345 678 890

Using ‘rhea button you will be given the option to cancel $1.50
all or‘ individual iTems. WED B JUL Perry Kick e
Warm Milo $1.50
*NOTE* $1.50
B A Total $1.50
Cancelling items must be done o payment cad used s
before the cut-off date.
Quicker School
ABN: '2 345 678 890
Money is credited to the users account $0.00
*2 x items cancelled
until the next purchase R
in that department. i
Chicken Drumstick *$6.00 L - - —P'.
$0.00
This will be identified in red in the transaction ot e Lo

Spreadsheet.

Quicker School

This process is automatic and
you are not required to do anything.
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Send receipts to your email

46 2:12 PM

Choose Settings [ Y

E My Receipts
1 Manage Payment Cards

Edit Profile

NEARBY LO»

ACY

Settings

SCHOOLS
RELIEF

Sign Out

Emailing Receipts

Turn on ‘Automatic Email Receipts’

Receipts will now be sent to the email

SETTINGS

address you have previously entered
into Qkr.

Automatic Email Receipts

Always prompt for password on
checkout

Check for update at app launch

Use My Location

000-00C

Push Notifications Enabled




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 o 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

Quicker Sertedr
Fully Functional
Demo Memplates | Form Submissions

QUICKER

I8 Departments
Consumer information will be purged after order fulfillment. Click View to see the purge date

& Menus

lenu name » Product name + EventDate 3 Submissions &

P Products
= Training - deleted - 146303... 26 August - Current Users  N/A 1 Generate PDF View

45, Option sets
Payments Grade 2 Author Visit N/A 9 Generate PDF View

Coupons
$ & Payments test form 2 N/A 1 Generate PDF View

|#” Reports N
Payments School swimming Program — N/A 36 Generate PDF View

Forms
Payments Mathletics N/A 12 Generate PDF View

[2=5] communications . -1
Payments Magic Show N/A l Generate PDF View

Accountin;
& Payments Forms Test Product N/A 1 Generate PDF View

(@) 1 Merchant Home Select-NEW TEMPLATE

Forms

Quicker School I
g Hully Functional
Demo Templates Form Submissions
Bn Departments Swimming Carnival 2016 Edit | =
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Enter the
Template
Name- NEXT

Quicker School

Fully Functional
Demo

QUICKER

Departments
Name your Form Template

Menus
Excursion Templat m

Products

Option Sets

**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
Template name | Excursion Templat . .
pieces of essential
I8 Departments Field Lab Tick if required i i
= KT requred o feld buttons information to be added. e.g
B Menss Zoo Excursion. It does not
- Add Your Text . !
< provide a field for the parent
W Products
to answer.
To start building your form, choose the relevant fields you require by clicking the form field buttons on the right Address
&% Option Sets
To preview the form that you are building, click the Save and View button '
Alternative Address
§ Coupons
Address Line
|7 Reports
Address Line 2
& Foms These two fields
Emergency Contact f ” | t t
[ Commuications A variety of fields can be Name specifica :]/ relate to
selected that perform specific Emergency Contac creating the summary
Accountin
g roles. Phone page
Settings Emergency Contact
Name 2
I Emergency Contact If you also wish other
Phone 2 . .
information to appear on
s a signature on this form mandatory? '@
Posteode the summary page, use
i either of these fields and
Is completion of this form mandatory? @ uour
rename. e.g Home group
If you do not select this option, the purchase or transaction will be able to be completed but the submission of this form
will be optional. Text Field
You acknowledge and agree that information included in the Form s collected and processed by MasterCard on behalf of Yes/No
your schoal. Your school agrees and warrants to process collected personal information in compliance with applicable data
protection laws )
Pick One
Cancel
L Pick Multiple
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Quicker School

Qumam

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

Create Template

Add a Title

Add Your Text
Enables you to add text but does not create a
field for parents to reply.

Field

indicate

field

Ticked box

Mandatory

Form field buttoy

Add Your Text

Enter Emergency
Contact Name &
Emergency Contact
Phone.

(These fields form
part of the summary

page)

) B B3 ) (6D .

(D G2 062 (S (Y D)
-] s8] sa] s8] 6. 8]

Created
automatically when
YES is selected for
mandatory
signature

Select Voluntary or

Mandatory completion

of the form

Text Fue'ld

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

Provides the view
that will displayed
on the phone

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

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

Template Preview

Zoo Excursion

Emergency Contact Name -

Emergency Contact Phone -

| have read the information provided by the school in
relation to the excursion and | give permission for my
child to attend

Home group
[PA~]
Ell Heme:of Signatory =

|

Once you completed the form return to the cart and
complete the purchase.

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.

Filter by Category ‘ z0d ‘ Add Product(s) to menu

All Categories

\2‘ Zoo Trip $20.00 Customize | =
Select CUSTOMIZE

@ vr2zo0 [ Customize | =

Activities

Trips
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Customize Yr 2 Zoo for Payments

Select Forms

Yr2Zoo

Excursions/Incursions

@ Customizations 9 Availability @ Order Restrictions L) Notifications [ Forms

Custom Short Description 12th Oct

Customize Yr 2 Zoo for Payments

Select Add form

Yr2Zoo - Excursions/Incursions

(# Customizations % Availability @ Order Restrictions L Notifications

D Attach a form to this product Add form

Customize Yr 2 Zoo for Payments

Yr2 Zoo - Excursions/Incursions

Locate your form
and Select Add

[ Customizations B Availability @ Order Restrictions L\ Notifications (M Forms

Banyule term 1 yr 5/6

Banyule term 2 yr 5/6

Customize Yr 2 Zoo for Payments

& Customizations ) Availability = @ Order Restrictions L Notifications M Forms

Zoo Excursion

Emergency Contact Name *

Emergency Contact Phone -

| have read the information provided by the school in relation to

the excursion and I give permission for my child to attend

Home group

Full Name of Signatory *

Select SAVE

Once you completed the form return to the cart and complete
the purchase.

Cancel




Removing a Form
Select MENU-CUSTOMIZE-FORMS

Customize Yr 2 Zoo for Payments

& Customizations | B Availability = @ Order Restrictions | £ Notifications | [ Forms m

Zoo Excursion

Emergency Contact Name -
1 |

Emergency Contact Phone -
L 1

| have read the information provided by the school in relation to
the excursion and | give permission for my child to attend

Home group
[PA ]

Jmm Name of Signatory -
J

Once you completed the form return to the cart and complete
the purchase.

* Indicates Required Field

Generate PDF

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

criteria.

[3 Report Sort Options

Sort by Surname |4

E*
® Surname

urm
| @ Year

or\
0 Class

) Room

Scroll down to the
bottom of the form
Select

Remove Form

anager 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.

Quicker School
HP Y B 1;3csgl:oof8?rget. Anytown, Victoria, Australia Emergency Contact
Child’s name will
automatically name
appear on the po— U and
' E
summary page e mergency Contact
Joh Colli 0412897345 7
D‘;i:;%:oltl)inlg’;\ss 0413658670 o~ 1 phone number
Matthew Collings 0417864 |

N

Scott Jones 044,

Henry Payne 53840
Jenny Sample 0413553870
Kerry Sample 0422867544
Layne Sample 0412776534
Gilly Smith 0404781100

E Quicker School
123 School Street, Anytown, Victoria, Australia
PDF created by the

parent completing the
Yr2Zoo

1210 0ct form and making the
Please bring a pack lunch

Student: / purChase-

Class: 6T

Room: 6

Year: Year 6

Zoo Excursion
Emergency Contact Name: Jayne Sample
Emergency Contact Phone: 0412776534

| have read the information provided by the school in relation to the excursion and | give permission for my child to attend

Home group: 6T . . -

Full Name of Signatory: Jayne Sample Signature generated during the filling

L out of the form process. Parent signs
on the phone screen

e ‘/,';‘/.,. —

Jayne Sample

22-Sep-2016 15:41
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g e
, < Done

** 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.

View Data

View Data enables the information provided on the form to be exported into excel for further
manipulation and sorting.

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.

Communications

mmm . LB Emergency Contact
Accounting Tt 0] ] =] xc] w] el Phene
Settings | Add a Home Emergency Contact
group label =
‘| and select Emergency Contaxt
ENTER o

Change the
title to Home

group

Use the PICK
ONE field and
list the Home
Groups.
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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

User Management

Add the details required

Select Create
Would you like to send an activation email now?
SN iy Confirm

. Select OK Select .
ser Managament SEND
e & s ¢ e P e NOTIFICATION
T — = toresend a

j notification

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
User Management

When deleting User Managers also go to REPORTS-SCHEDULED REPORTS-CURRENT-
EDIT and delete their email from any reports
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PROFILE MANAGEMENT

Editing a Profile
Select-SETTINGS-STUDENTS-EDIT PROFILE

Select Edit

Student Settings

Create Student P

Profile Name Profile Options
Class P-Blue,1-Red,2/3-Green,4-White,5-Yellow,6-Purp. Edit |+
Year Pre-primary,Year 1,Year 2,Year 3,Year 4,Year 5,Y. Edit |«

Adding a Profile
Select-SETTINGS-STUDENTS-EDIT PROFILE

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

New Option m

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

Student Settings

Create Student Profile
Profile Name Profile Options
Class P-Blue,1-Red,2/3-Green 4-White,5-Yellow,6-Purp Edit =
Year Pre-primary,Year 1,Year 2,Year 3,Year 4,Year 5,Y. Edit =

I )

Clicking "Send Notification” will send a message to all parents
informing them that they need to update their childrens settings
n the Qkr! app before the start of the new school year.

Select SEND NOTIFICATION

Note: Clicking "Send Notification” will wipe the current Year, Class or Homegroup settings £
each child registered on Qkr! forcing the parent to re-enter this information the
attempt to use Qkr!.

Send Notification

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
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Support

Video Tutorials

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

How do T update a price of a product?

How do I hide a product?

How do T create a product with options?

How do T generate reports?

How do I create a fundraising event?

How do I setup installment payments?

How do T 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 T 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 T 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/agkrforum

Create Account Google

One account. All of Google.

Sign in to continue to Google Groups

Enter your email

Find my account

First Name - Last Name
Click on 'T prefer to use my current email address'

Type in your school email and create a password

Name

Choose your username

The for‘um 9Uide“nes for‘ | prefer to use my current email address >

([ WO

display name are First Name,
Last Name, School Name,
State. For example: John
Doe, Quicker Primary School, Birthday
VIC Month

Gender

Confirm your password

L3
1!

1k

lam...


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

Contact: Susan Butler Office
Phone No: 03 9098 2315
Mobile: 0438 961 578
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Appendix 1- Updating Homegroups/Class Reminder

mastercard

Update your Child’s Profile

It is essential that you update your child’s Homegroup, Year level and
correct spelling of their name.

3. Select Year

1. Select Profiles
4. Select

Class/Homegroup

5. Update Profiles

Your order will now be delivered to the

. Sel i
2. Select Child correct Class/Homegroup.

Thank-you for your support.

mastercard

Update your Child’s Profile

It is essential that you update your child’s Homegroup, Year level and
correct spelling of their name.

3. Select Year

1. Select Profiles
4. Select

Class/Homegroup

5. Update Profiles

Your order will now be delivered to the

. Sel i
2. Select Child correct Class/Homegroup.

Thank-you for your support.

mastercard

Update your Child’s Profile

It is essential that you update your child’s Homegroup, Year level and
correct spelling of their name.

3. Select Year

1. Select Profiles
4. Select

Class/Homegroup

5. Update Profiles

Your order will now be delivered to the

. Sel i
2. Select Child correct Class/Homegroup.

Thank-you for your support.
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