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Read this before you begin

Read this before you begin

All districts using the RIGHTrak Software MUST complete the following
NOTE" procedures after all schools have communicated their last operational
‘ i day. Schools should complete the Year-End Process prior to
continuing with RIGHTrak Year-End.

The Year End/Year Start Procedures require that everyone exit RIGHTrak.
Also, all additional PC5 software modules that may be running at the Central Office
must be closed. These modules may include:

Dsmpnite our night task scheduler
COMtrak/Mobility our communication agent,
I-Tool our application scanning software
PayPAMS processes

Any scheduled tasks involving PCS software

Be sure to read and understand the entire Year End document before you begin the
Year End Process.

1 PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS

RIGHTrak Year End Process

Step 1. Make a Backup

Make a backup of RIGHTrak software to a removable Media and label it “Backup RIGHTrak Year End (insert
current year ex. 20XX).” Save the backup in a safe place for audit purposes.

Launch the RIGHTrak Software

Click Maintenance Mﬂ

Click Backup =~ Backup

Click Diskette/Removable Media Full Backup

o b w b=

E Staat Diskette/Aemovable Media Full Backup

Start Diskette/Removable Media Full

WARNING!

This function will make Database Backup on Diskette |
To make sure that All necessary files are copied
no one User should be running the System.
If wou choose ta Do it All Users will be Shut Down
Make sure the Backup Drive Letter below is correct one |

Backup To Dmve

" Dol I ¥l Ciose |

6. Click Do It 8ot ]
7. Click OK

Insert the backup media, if the media is a Flash Drive or External device, make a note of the Drive letter.

Diskette/Removable Media Full Backup

To change the drive letter
double click in the box to
highlight the drive letter or
click in the box, delete or
backspace over the letter,
then type the appropriate
drive letter.

As a safeguard, PCS recommends performing a Special Backup in addition to the removable backup
outlined above. The Special Backup will be stored in the Dsmp quick backup folder with a unique

name.

Note: Special backups can be done at anytime before or after any step.

8. Launch the RIGHTrak software if it is not open already.

9. Close any active RIGHTrak windows and click Maintenance Maintenance |

10. Click Backup ~ Backup
11. Click Special Backup = =Pecial Backup

PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Make a Backup

S RIGHTrak Yer. 7.8.0
File  Administrator | Maintenance Year End  User Tools  WWindow  Help
Sale BEEE Cuick Full Backup to Hard Disk.
¢ Diskette Processing r Diskette/Removable Media Full Backup
Diskette/Removable Media Custom Backup
Special Backup

=

=
Banking EE

Rebuild Indexes
External Command to School

Change School Mumber Full Archive Backup to Any Drive

‘ ' Expart Schools Table bJ
- —— el Bonlle ooy e ot e ot iy e o, = 2k dn v Y i o, it i ol i ke R o e,

12. Name your backup "YE(insert current year ex. 20XX)" in the blank space

WARNING!

This function will Backup the Database to Hard Disk !
To make sure that All necessary files are copied
no one User should be running the System.

If vyou choose to Do it All Users will be Shut Down.

. . s Up To & Chars
Backup FileMame: |YEZ0 No Extension
| v Dot | ] Close |

13. Click Do It! lesZBall
The backup process will close upon completion.

O Step completed

3 PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Installation of the New Config File

Step 2. Installation of the New Config File

This year end, PCS will be releasing a new configuration file in order to update the Income Guidelines for the
upcoming school year.

A new version of RIGHTrak will not be
released for the upcoming year.

1. Download the new income file from http://pcsrcs.com/training/video/yearend/
a. It is recommended to use Google Chrome to download the income file
b. If you are prompted for the username and password:
i. Username: customer
ii. Password: wecare1!

2. Extract file to the DsMP folder

Extract All...
Pin to Start

Extract files...

Extract Here

Extract to INCOME

Scan with Windows Defender...

Share

Open with >

R B W i

Give access to >
Restore previous versions

Send to >

Cut

{ Copy
Create shortcut

Delete

ame

Progberties

Right Click

PCS Revenue Control Systems, Inc. 4
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RIGHTrak YEAR END PROCESS
Installation of the New Config File

a. The default folder is C:\DsMP if installed locally. If accessing DsMP from a network connection, be
sure you are dropping the file in the correct location.

Select a Destination and Extract Files

Files will be extracted to this folder:

[ Show extracted files when complete

Enter file locafion.

Browse...

«—

E
S

Cancel

b. When placing the file in the DsMP folder, you will be prompted to Overwrite. Make sure to overwrite the
current file in the folder.
If you are not receiving a warning that you are overwriting the file, you are in the wrong folder.

PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Installation of the New Config File

™ Replace or Skip Files

Copying 1 itern from INCOME (1).zip to DsiMP

The destination already has a file named "INCOME.ini"

v Replace the file in the destination

'? Skip this file

2 Compare info for both files

More details

O Step completed

PCS Revenue Control Systems, Inc. 6



RIGHTrak YEAR END PROCESS
Installation of the New Config File

Step 3. Verify Data
From the RIGHTrak Desktop

1. Click on Report Center

I
Conter

The GL Data Status Report will already be highlighted.

Click Preview Report L_¥_PreviewBepart
3. Verify that All Schools have communicated their last sening day

N

Note: The computer date determines the default viewing date

4. Close Report Center

m A e S
' 1sMIBICport Cenler

Fimancial | POS loms | Govemmant | Trial Balancs | Fres and Roduced | Accousts |

|
School Selacticn i
Schoot[___] @] AN Schools) A Manth inchading the cats Change the Date for
- LT 4 = previous months if
GO | ] necessary.
GL Data Status
Fuileuedani Dy Behleal Served Graphe: Piasgantation of days thal wens clossd
EMTHTPAEMTWTRES,, and dave with mails seresd
dam EEXXEXE X KXK GL Dltﬂ EIH:IH sive
Feb X XXxXx EXEKK Lidl of Schools weth no GL data lof the daye sedec
Ma XX KK L with 1o Saeiedg ke (e dave
o Meal counts per dav
Jiaw Frae, Reduced, Paid, and Cihars
Meal Counts per day
Snack and Supper per day
Fres. Reduced, Pind, and Cihers
P W T S N P

SemiotowEnd |

O Step completed
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RIGHTrak YEAR END PROCESS
Cleaning Student ID’s

Step 4. Cleaning Student ID's

Some databases may still have students with temporary student ID numbers. Permanent district ID numbers
should be assigned to any student with a temporary number. This process will identify any students with temporary

numbers.

From the RIGHTrak Desktop
1. Click on the Student Button

Co

Student

2. Type the letter “T" in the Student ID box

3. Click the Big Q

Your search results will contain all students with temporary ID numbers.

qnmmmmuﬂmmm =l X

= ’@ s & 2 = E'

Shadent ""':" L-:L % Cheerlay i‘:% H

 tiow | FoEait | pon paska Howtas | acos | ShowExrns | mpanEause | Cpearcsie aca| ] Qese

Ossitry Crileria
Mo || [ e, P, 1 | S5N = G Lk, Fist, W] 6 55H I

Il - an | E il 1= Q I
Hnsma il §hadiend D Famhon o ey 5 gl iy 5t Jip M Phone: Ll

""':N:I:I:ID' ":I| ]

Olomenf Loutiame | Frstiome | 8 |BenDoe | SnentiD [Schcol|Geadel MO [acsoniProgram| SSH [Foumr  [02) Scroll through
TOO0M0E [Bufen & TRO00) 004 M I b
TO00H 0 |Sutes T::r&' iang _:gig:ﬁ:‘ '1:4: the |ISt Df T

T [rm0n 18 |Greesidge Fokart TeO0 0041 Numbers and
TOOORTN |1y B TEOO0mM4 1

L [To0an2 [shakece Hacirah TeOMOOE  |0041 feplﬂce the

= temporary

= E numbers with

"Hﬂmm [micaben m—m It Exciutis wm-: 0041 Scanned Appd Pl § p.-ermanent.

et e e g s From Sckt: district assigned

Arvplmen, BV 1 1S Enpsalty [2le ] Hmamgm Bait §0.30 I D b

g Eg Do 413010 BoRT Urwarsad P 778 Kefad 0 numbers.

Click on the Student to highlight them
Click on Edit

Change the Student ID

Click on Update

© NGO~

Search for the student that needs to be modified

Once you click update, the student info will be remowved from the screen since his/her ID number no longer starts
with the letter T. Continue modifying all students with temporary ID numbers until a search of “T” students returns

no results.

O Step skipped
O Step completed

PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Database Clean Up

Step 5. Database Clean Up

Step 5A. Clean Up Utilities

This step will purge the student and household databases of outdated information. It will also repair the records of
students remowved from households, but not associated with a new temporary household number. This is what we
refer to as Orphaned Students.

Make sure all open windows within RIGHTrak are close before running this process.

1. Click on Maintenance at the top of the screen.
. Click on FR Bulk Changes
3. Click on Cleanup/Repair Utils

If you want all
closed accounts
deleted, take the

Cleaning Up & Repair Functions check mark away
! from the Inactive
Select One or More for CleanlUp or Repair Since box
¥ | Mo Balance
| Delete Closed Accounts with ) Inactve Since  |B/30, ‘!
I Selected Grade Onby | -

Enrolled in School [

¥ | Delete Temp Houzes Without Students

M| Delete Permanent Houses Without Students ] and No Application
¥ | Create Houses for Orphaned Students (Repair)

| Split Duplicate Termp Houses (Repair) - Bun the Abowe Pepair function first

Frogress:

1) ViewdobLog | 70 | Setect 1 (Prepai] Aot to enstie v 0k | % close |

Modify your screen to look like the one above

4. Click on OK

9 PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Database Clean Up

5A. - Clean Up Utilities

x
e You Chose to Debste All Cosed Studsnt Aocourts
'.9’ With Mo Balance
- Inactive Since
& Are in Any Grade
And Are in Ay School
Do You Wank bo Continue 7 ¥

== |

5. Click YES in the Confirm Box

The clean up utilities’ process may
take a considerable amount up of
time depending on the amount of
data cleaned up and the speed of
your computer.

6. Each Clean Up Utility will run automatically
7. Click Close when the Progress bar reaches Done. Do NOT click OK again.

O Step completed

PCS Revenue Control Systems, Inc.
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RIGHTrak YEAR END PROCESS
Database Clean Up

5A. - Clean Up Utilities

Step 5B. Delete Log Files
1. Click on Year End tab.

2. Click on Delete Log Files.

File Administrator Maintenance YearEnd User Toels Window Help

goz—“b_gj Sale g Auto Create Houses L | %

Sk

= a FR Bulk Eligibility Change @Fj‘ile Event Customn Imﬁ;rt
Banking ENY  Student ay Export Log Reports  Export

Students Graduation

Money Transfer Between Schools

— Delete History (GL and POS [tems Data)
J I ( Delete Applications

REVENUE CONTROL SYSTEM Delete Student Changes
800-247-3061 RI Delete Log Files
Clear All Blocked Checks %

3. Click on OK to delete files.

Dglais Log Hiles

Delete Files in YEDelLog.INI

This step can be run on weekly
or monthly basis within the
school year.

| W Ok | K Ciose |

4. Click on Close when done (OK button is grayed out when done).

I F] close |

O Step completed

11 PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Database Clean Up

5C. — Purge Print Log

Step 5C. Purge Print Log

1. Click on Letters.

File Administrater Maintenance YearEnd User Toels Window Help
TR EY AT
b = e b
B 'E ga POS ; ﬁﬁ’“e Event Cusfom  Import
anking  Enfry  student BY  |etters Center Item Overlay Export “log Reports  Export

/-
— PCS

REVENUE CONTROL SYSTEMS, INC.

ezt RIGHTRAK
for Windows

2. Click on View Print Log.

Options EditTempIate' Yiew Frint Log l

E !--: b’ | CEI EIMZ Sans Serf j|

|'ﬂ"I i i i i i i

m | | | | | | |

3. On Prt Date To:, enter date x/xx/20___ then press Q (This will query print logs up to the date entered so
you can choose the year(s) you want to purge).

Note: Leave PRT DATE TO ‘blank’ if you want to delete the entire log.

& BoPrintLoters | @ Pugelog | o FrintLepels |

Querny Criteria
Shudent 1D House D Letter Mame Prrt Statuz FromRef 8 ToPFef#  PiDateFrome  |PrtDate To Q
| ] I jlan_ - ] ] plersue )
x| Fioterence L eer LastPrintDate o [swdentd  [Note

187 \ver_reqri | 10/4/200 JA57:28 PM [P | %
188 ver_reqrf  10/4/200 [4S7:31PM|P  F a
189 |ver_reqrf  |10/4/20| [457:34PM P | i
190 ver_req.rt 10/4720) (5736 P P o

191 lvar reart  1nzaenl as71aPMip o

PCS Revenue Control Systems, Inc. 12



RIGHTrak YEAR END PROCESS

Database Clean Up
5C. — Purge Print Log

4. Click on the first student ID to highlight the cell.

5. Scroall to the bottom of the list or press Ctrl + End keys.

6. Hold down the Shift key and click on the last student ID in the list. This will highlight all student IDs in the

list.

7. Press Purge Log.

gEePﬁnl Latters |_!- Furge Log | = Frint Labels |

Query Criteria

budent |0 House ID bes Marme Purd Stalys FromPef# ToRef#  Pit Date Fo
I N I | Q|
o Ef:"e“‘:‘e Letter LastPrintDate g:t StudentD  [Note
|| 187 wer_req.rf 10/4/20| | 45728 FM (P e
188 wer_req.rf 10/4/20) | 45731 FM ([P 90 vl
] 189 ver_reqrf  10/4/20| [45734PM P "
= 1490 war_red.rf 10/4f20L | 45736 FM [P S0

8. [fit will prompt you that ‘Table PRINTSTD.DB does not Exist! Create a new one?’, just click Yes then it will
proceed with the Purge.

Confirm

—
o 3

- =

Table PRINTSTD.DE does not Exist | Create a new one?

Yes

X

O Step completed

13
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RIGHTrak YEAR END PROCESS
Archive the Changes Database

Step 6. Archive the Changes Database

The archive process may take a considerable amount of time depending on the amount of data
archived and the speed of your computer. PCS recommends to run all Archive Processes from
the computer/ Server where RIGHTrak was locally installed.

Before archiving the Student Changes database, you will need to determine the amount of data to be archived. To
do this, you must view the Student Changes log.

1. Click on the File Export Icon
2. Click on View Student Changes

=
%Fr"‘? E% Custom Im

Export Loqg Reports E=x

Cverlay Scheduling

Export Owverlays
Export PO Ikems

File Distribution

Yiew Student Changes
Expart Student Changes
Yiew/Clear Changes Expoart Errorlog

Sent

4

3. Click on the "Sent check box", this process will place a gray check mark

4. Leave blank the FROM date box and change the TO date box for a date which you are comfortable
archiving up to. PCS recommends twelve months prior to today’s date.

From | -} 1o [6/30/ -}

5. Click on the Query button J

6. Write down the transaction number of the last (Bottom) record in the list. We will use this number later in
the process.

Transaction #

PCS Revenue Control Systems, Inc. 14



RIGHTrak YEAR END PROCESS
Archive the Changes Database

NOTE:
Keep in mind that we are archiving data not deleting data. The archived changes will be viewable in
the same section of the program that you are in currently: File Export\ View Student Changes Tab.

Notice the view archive button in the upper left section of this window. Viaw avchive |

Close the Student Changes window ¥l Close |
Click on Administrator

Click on Archive

0. Click on Student Changes

= © N

S RIGHTrak ver. 7.8.0
File | Administrator Maintenance Year End  User Tools  Window  Help

"~ Eligibility Definition
Configuration File
B: Reimbursement Rates

¥

ONeY | ptters  Center

——  Design Entry Form k
ser Card Design
Cuskom Label Design

School Maintenance
Reporting Groups Maintenance 3
12 Track Schedule Maintenance

MC.
8  Process Track Switching i HI I RAK

Wirkual Export Student Changes for Windows

FR. ‘Werification Selection
House Change \Warning Log

Student Changes

Pavment Log
GL and PoOS Ikems Data
Applications

Set Restrictions
User Maintenance
Current User Password Change

pIEE WY UEY.  PESEERE WREE TR L L U PR SN PRI T RN N e I R L e T

The following warning will appear

x

& Wwhen Archiving Daka, Please make sure that the table wou are archiving
\lj) is nok open ar in use,

The Archiving process deletes records,

and no other process should be referring to therm.

Also, it is suggested that a backup is made prior to archiving.

11. Click OK

15 PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Archive the Changes Database

12. Enter the transaction number that you noted from the Student Changes screen in the empty box.

Archive Table Data

This function will perform an Archive
of the Students Changes Table
Currenthy starts at trans num: 271,966, ends attrans num: 383 23—

From Beginning of Table

. 25000 or more recs
To Trans Num: per Archive

s Dol | B Close |

Note:
1. If you are comfortable archiving all change history, simply enter the last number found on your
‘Archive Table Data’ screen, the ‘ends at trans num’. In the example abowe, you would enter

383,240.
2. Archiving is not deleting data. It is placing the data in another location which is still viewable within

RIGHTrak.
3. You may receive the following warning if there is not enough data to be Archived...

eror x|

The Archive must hawve a minimum size of 1 25000 recs
only 'Sent’ or 'Cleared' recs can be archived

4. Check the transaction number you entered and make sure it was entered correctly on your screen.
5. If your numbers are correct, there is no need to archive. Simply skip this step.
13. Click Do It

| Do | B Close |

PCS Revenue Control Systems, Inc. 16



RIGHTrak YEAR END PROCESS
Archive the Changes Database

You will receive the following screen while the archive process is running.

Archive Table Data

This function will perform an Archive
of the Students Changes Table
Currently starts attrans nurn: 1, ends attrans num: 770
Total Records [1st table]: 770
From Beginning of Table

To Trans Num(Included): |00 i mOre recs
per Archive

Creating Archive: ARCCHGO0
ENENNNEEER

o Dol I Fl Cancel |

The archive process may take a considerable amount of time depending on the amount of data archived
and the speed of your computer.

Please be patient.

Then, you will receive the following message

x

Al Archive Tables will be backed up now.,
This step is optional (just Cancel when asked For Drive)

14. Click OK

15. From the drop-down, select the drive letter to where you would like your archive backup copied. If you
would prefer not to back up your archives, simply click Cancel.

The zip Archive file will be copied to the
Diriwa: drive you selected.
[Exi— |
o Ok % Cncel |

16. Then, the RIGHTrak is going to continue with the archive process.
17. Once it displays DONE, Click Close.

O Step skipped
O Step completed

17 PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Archive GL and POS Item History

Step 7. Archive GL and POS Item History

The archive process may take a considerable amount of time depending on the amount of data
archived and the speed of your computer. PCS recommends to run all Archive Processes from
the computer/ Server where RIGHTrak was locally installed.

This process archives history stored in the General Ledger up to and including the date selected. PCS
recommends that you use the default date of 12 months prior to the present date.
The archived information will remain accessible, but in an archived database.

1. Click on Administrator.
2 Click on Archive. frehive ...
3. Click on Archive GL and POS Items Data. =L and P03 Items Data

Please read the following pop-up message and continue when ready.

x

- WWhen Archiving Data, Please make sure that the table wou are archiving
\ld) is nok open ar in use,

The Archiving process deletes records,
% and no other process should be referring ko them,

Also, it is suagested that a backup is made priar ko archiving,

4. Enter the To Trans Date.

Araniya Tyl

L

This function will parform an Archive
of GL. GLOvig and POS hems Data
Start Trans Date: 7/9/20] End Trans Date: 1/3/200]
Total Recoeds: [151 tabla) 3628
From Beginning of Table

- } 500 ar more recs
To Trans Date(Excluded): |5/30/20 ATl

| W Dolt I fl Close |

5. Click Dott, ¥ Dolt

PCS Revenue Control Systems, Inc. 18



RIGHTrak YEAR END PROCESS
Archive GL and POS Item History

You will see the following screen while the
archive process is running.

This function will pedorm an Archive
of GL. GLOvg and POS Rems Datn
Stant Trans Deto: ?,'B,EDD End Trans Dete: I."3,."2[‘:|
Total gt [19 bable] B8
From Baginning of Table

Ta Trans Date(Excluded): [ _i GO0 oe maare rics

pif Archbag
Creating Archese: ARCGLOD
n The archive process may take a considerable
amount of time depending on the amount of data
archived and the speed of your computer.
Please be patient.
| K Concel |

Then, you will receive the following message

zl

@l All Archive Tables will be backed up now,
L /,l This step is optional {just Cancel when asked For Drive)

RIGHTrak will now create a zip backup of your archived data.

6. From the drop-down, select the drive letter to where you would like your archive backup copied. If you
would prefer not to back up your archives, simply click Cancel.

Dirive: The Archive backup file will be copied to

|m|m ,I the drive you selected.
o OK X Cancel |

N

Then, the RIGHTrak is going to continue with the archive process.
8. Once it display DONE, Click Close.

OStep completed

19 PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Archive GL and POS Item History

Step 8. Archive Money Transaction Log

The archive process may take a considerable amount of time depending on the amount
of data archived and the speed of your computer. PCS recommends to run all Archive
Processes from the computer/ Server where RIGHTrak was locally installed.

Districts using PayPAMS are strongly encouraged to archive
their Money Transaction Log.

PCS recommends retaining at least one year of history in your active database.

The date you will archive will remain accessible. It will reside in a separate archived database. Archives of the
Money Transaction Log are viewable within the Money Transaction Log screen under the View Archive button.

= RIGHTrak ¥er. 7.8.0 - [Money Transactions Log]
ﬂ File Administrator  Mainkenance  Year End  User Tools  Window  Help

i Sa € ?;S =S = i‘%‘ L

4 Import
Bankind  Epiry  giydent MONEY | otters Cehter  1tem  Overlay  Export EEEEt Reports  Export
Clear Trans = | Cancel Trans | Yiew Archive | Besend Trans = |

Query Criteria
_ - Source
Bewversed Transaction Type From Date To Date From Sch  Clear  Computer Mame

7 [ j 711720 ] 'IL - I I3I7_|t v.
[=3=3

Student ID std.Mame(Last First hl) From Trans# 1.3 Trans# Tao Sch Clear User Mame

| [ | | A

Trans. Transaction Fram |To Source|D

e |E

& | (umber Date Type An\\unt Soh |=ch, Student D [StudentMame Clear |Cle
s
L

RO FEPEY WP RS Y T R T S RN W E R TR TS SR S k. e R e _E T LN N LS8 et LR

This utility will archive from the beginning of the Money Transaction log (the oldest recorded date) to the record
number you wish to retain. You can determine the desired record number for archiving by following the direction on
the next page.

PCS Revenue Control Systems, Inc. 20



RIGHTrak YEAR END PROCESS
Archive Money Transaction Log

1. Click on Money
2. Click on Money Transaction Log

[ RIGHTrak Yer. 7.8.0

File Administrator Maintenance Year End  User Tools  Window  Help

IS

3 Repo POS
Banking  Epfry  grudent Letters  Center Item

Money

entral Qffice Prepayment

f . Money Transackions Log
Y

Impart 3rd Party Prepayment
. ) Configure Prepavment Import File

REVERUE COMTROL SYSTEWM  VWiew Prepayment Import File
800-247-3061 R I| Wigw/iClear Error Log

Impart 3rd Party Prepayment Subscribers
Configure Prepayment Subscribers File
WiewClear Error Log

3. Leawe blank the FROM date box and change the TO date box for a date which you are comfortable
archiving up to. PCS recommends twelve months prior to today’s date.

From | -j 1o [E020 -

4. Click on the Query button

5. Write down the transaction number of the last (Bottom) record in the list. We will use this number later in
the process.

Transaction #

21 PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
Archive Money Transaction Log

6. Click on Administrator
7. Click on Archive
8. Choose Payment Log

[ RIGHTrak Yer. 7.8.0
File | administrator Maintenance Year End  User Tools  Window  Help
"~ Eligibility Definition E-
e
=Y
AT Repn

B: FReimbursement Rakes

Configuration File
Letters Center

i~  Design Entry Form k
Ilser Card Design
Cuskom Label Desian

School Mainkenance Y
Reporting Groups Mainkenance D
)2 Track schedule Maintenance

O,
8  Process Track Switching i HTRAK

Wirtual Export Student Changes for Windows
FR. Werification Selection
House Change WWarning Log

Student Changes

ot Restricti Payrent Log
= e .ru: 1ers Gl and POS Ikems Data
User Maintenance L
Applications
Current User Password Change :
e e e o il e e s e B i e e b s, ool e e b, - i 5

9. Click OK to the following message.

x

When Archiving Data, Please make sure that the table wou are archiving
is nak open or in use.

The archiving process deletes records,

and no ather process should be referring ko them,

Also, it is suggested that a backup is made prior ko archiving,

PCS Revenue Control Systems, Inc. 22



RIGHTrak YEAR END PROCESS
Archive Money Transaction Log

You will see the following screen.

archive
Archive Table Data

This function will perform an Archive
of the Payments Table
Currently starts attrans num: 1. ends attrans num; 4
Total Recards [1st table): 4
From Beginning of Table

To Trans Num(lncluded): I Egrr;?rgl:?vfcs

| ' Dolt I ] Close |

10. Enter the transaction number you noted it on number 5.
11. Click Do It.

| voon | B close |

You will receive the following screen while
the archive process is running.

Archive Table Data

e Fa s el e A The arch i'ure. process may take a considerable
of the Payments Table amount of time depending on the amount of
B L data archived and the speed of your

From Beginning of Table com puter.

To Trans Num(included). i:‘:ﬂ;’ﬂn{:‘m Please be patient.
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Archive Money Transaction Log

Then, you will receive the following message

x

|@ &ll Archive Tables will be backed up now.

This step is optional (just Cancel when asked For Drive)

RIGHTrak will now create a zip backup of your archived data.

From the drop-down, select the drive letter to where you would like your archive backup copied. If you would prefer
not to back up your archives, simply click Cancel.

The zip Archive file will be copied to the

Diriwia: drive you selected.
[EET— -
o Ok % Cancel |

You will see the following screen while the archive process is running.

archive
Archive Table Data

This function will perform an Archive
of the Payments Table
Currently stants at trans num: 1, ends attrans num: 4
Total Records [1st table): 4
From Beginning of Table

To Trans Num(Included): |2 E;ﬁgﬁgcs

Click on Close when complete.
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o If you receive the following warning message, you will need to verify that
the records you are archiving have cleared both the Source and

NOTE! Destination before archiving.

Ermor ll

Ir"_ The: First or Last Transaction has not been ‘Sent’ or ‘Cleared (bath TofFrom)
J|  Only ‘Sent or 'Cleared’ recs can be archived

If you are confident that all the transactions listed for archiving have reached the destination, you may
clear both the source and destination flags by clicking on:

a) Money Button

b) Money Transaction Log
c) Query the same date range in To Date box as you did in step number 3.

TN eREYSKS

EQHIW - | Cance Trang ] ‘ew Archis | Ersesd Trars = | aEﬂrl | HEI:I:E
Dgery Crilers
Eaus
Fgwerzed  Trapsacion Type EromDme  To Dele Sch Clem  Compuserbame
Ry [t | -} jinz | O |
. L L e e
Sudant I S NemeilestFrsth)  Frog Transd Tg Trensd ofth g Lsar Hang
| J I | J ] O |
Trarr: Trarsactan Fram | To Siource Dasi Compuiar s~ |
o I:'o Tipe Aol 2ch |5k Sidant D |5-.-:|errl'h'r-a Clser ,}E|H-:!e i MNerd
i 1 T Pl el F " - M Pl T el g T B, IO
d i | R - FoAEw EE e L— N Dy - —— -
o R T T — ¥R ER W e ——— H . — W —
. r . LI o [ 3 i | L s TR H M I - - L -
E L T~ P . e X i iyl H ol Ty Fre———_—_——Y -

d) Highlight all records listed
e) Click on the Clear Trans button
f)  Click on Clear Both.

- L L g Y P T T
- ﬂ- = by
(] B
TRt e N 2UE K
e o oy yuw vy | P Toe v |
i b s F—
e b Eove i InDiei P TR (gl erepue Few
K | £, L | — ] E |
=% ] of e e Py Tomeadh T3 Tewradt Tol Pl i e
)2 | 11 k|

This will place a 'Y in both the Source and Destination box.

O Step skipped
O Step completed
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If you are receiving changes and updates from the
Enrollment System,
SKIP steps 9 - 12
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Archive Money Transaction Log

Step 9. Removing the Hold back Status

&

DO NOT perform this step if you are receiving changes and updates from your

NOTE" Student Enroliment system. Skip to Step 13.
| 3

|

—

Districts that do not receive a download file from an enrollment system must manually graduate students each
year. When you performed the graduation procedure last year, a “Y” appeared under Hold Back for students as a
precaution NOT to graduate these students more than once. In order to mowe students to the next grade you must

toggle all Y’s to N's:

Y = Hold back, DO NOT Graduate
N = Graduate

To properly graduate students, perform the following steps:

1. Click at the Year End tab
2. Click on Students Graduation

‘Year End  Uszer Tool:  Window Help

Auta Create Houses
FR Bulk Eligibility Change

Students Graduation

Money Transfer Between Schools

Delete Hiztary [GL and POS Items Data)
Delete Applications
Delete Student Changes

3. Click the Hold Back box until the check mark is black and white ™. Hald Back

4. Click the Big Q

Q

27
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Removing the Hold back Status

NOTE:
If you have no students with a status of Y, you may proceed to Step 10 otherwise, please continue.
The following steps will reverse the Hold Back status of those students NOT marked for graduation.

5. Click on the first student to highlight that student in blue
6. Scroll to the bottom of the list or press the Ctrl + End Keys
7. Hold down the Shift Key and click on the last student in the List. This will highlight all students in the list.

Dl’:r-ﬂrhl.-:! e Students _EI

View Job Log | f] Close
Query Criteria
Active Student I0 School Mum  Grade  Mest School Homeroom Program Sechon F_l Huld Back |

4 118 [z j | N

| Check for iecords with no values >3 [T Gd [ MesSch [ HR T Fom [ Sect F_Iﬁludtl.'ﬂcs

~s Hole) e B! stugentin |2 = StudentName | Grade [Section| Program | pome |2 E’;i:ﬂ
A Y Y 0oc 0376 1 Omar L ] 76 1683
ALY v 0r 0392 ssell § 11 |382 407 .
Al v 00t 0374 Ju Quel 8 374 B10
aly v 0oL 0310 remy K |30 14 |
ALY Y noc 0394 . GregoryE |4 394 EO00
sl v 0oL 0320 ¥ye S K |320 KP1
sy v 0oL 0356 JaiyshM K |356 108
AlY |y 0L 0356 sia K |35 107 |
sl v 00t 0356 larquise D |4 356 |
AlY |y 001 0390 _CarosA 10 |390 K10 |
[ Jaly v 001 0314 JerA ET a2
AlY |y 001 0392 hillip A 0 392 420 |
I plﬁ. v v 001 0372 illiam D 7 |3 s00 | _ :Iﬂ
4 L3
Rec Cont || I i i

8. Click the Graduation Functions button
9. Click the Toggle Hold Back choice

i Graduation Functions ¢

Sek Default Mext Schoal
Manually Set Mext School

Toggle Hold Back Status

Graduate Students

10. Click Close upon completion

O Step completed
O Step skipped
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Removing the Hold back Status

Step 10. How to Hold Back Students

‘ DO NOT perform this step if you are receiving
NOTE changes and updates from your Student
Enroliment system! Skip to Step 13.

Perform this function when you receive a list of students that are being held back. This must
be performed before Step 11: Graduate the Highest Grade otherwise you will have to
individually correct grades under the Student Button.

1. Click on the Year End tab
2. Click on Students Graduation

YearEnd  User Tools Window Help

Auto Create Houses
FR Bulk Eligibility Change

Students Graduation

tdoney Transfer Between Schools

Delete History [GL and POS [tems Data)
Delete Applications
Delete Student Changes

3. Type in the Student ID of the student being held back

E Graduate $udents

Ca JJ 332" Q

; e = or bl
(Chaoech. b sty s s e 11 opd Fogll Sy HF Figre Gt

« [t impy Ervoled . M

) 1

osposd i | crnde fecion
Ja M

Transier Da

Homa
. 5 - =
Sasdent ID | Shpdent Harvae :qr-:m| E

ighaol Heoedd|
[LiE Fors

| 3 R :ll
A -
. M [0} L1 [k 12 MED
Il‘\. I [} Caw 3915 1
Bk s —jn_i2 B
:A N v o T 004,
1 M (1] L T3 12 =g
A H [ 0 11 204
| A M " i i s 12
T Fn S 12
4. Click the Big Q
5. Highlight the student
6. Click the Graduation Functions button
7. Click the Toggle Hold Back choice
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How to Hold Back Students

! Graduation Functions |

Set Default Mext School
Manually Set Mext School

Toggle Hold Back Status

Graduate Students

8. The Toggle Status will change from Nto Y
9. Repeat steps 3 - 7 until the list of held back students is completed

O Step completed
O Step skipped

PCS Revenue Control Systems, Inc. 30



RIGHTrak YEAR END PROCESS

Graduate the Highest Grade

Step 11.

o
Qi

process.

Graduate the Highest Grade

This function is optional if you are receiving
changes and updates from your Student
Enrollment System and choose to run the compare

Graduate the Highest Grade is used to move students in the highest defined grade to a closed status.

1. Click on Maintenance
2. Click on FR Bulk Changes
3. Click on Student Bulk Changes

S| RIGHTrak Ver, 11.2.04
File Administrator YearEnd UserTools Window Help

B Sale: Backuy, 3
| e P
= Diskette Processing v
Banking  Epfry
Rebuild Indexes
External Command to School
r Change School Number
— ey |

Export Schools Table 3

: 1 Print End of Month Reports
REVENUE CON1

800-247-3061 Process Temporary Eligibility Expiration

Export All Students 3
I FR Bulk Changes

Print User Cards

Print Custom Labels

o gk B

Overlay  Export ESE‘

CleanUp/Repair Utils
Clear Closed Accts Eligibili
Students Bulk Changes

(B0 =R T
£x

om Impol
Reports  Export

Move Day

Repair General Ledger

| Manual Balance Load / Keypad Export

\iew/Clzar Balance | nad Frror lnn

You will see the following screen.

= deudarar Bulk CRanger |
Blulk; Uipciaies/Uhanges ' i Jote Liog ﬂ Cloks
:E:lw&:hw”hm Grage [Hex School Homemom Program Secjon - | HildBak
|= B - T — Y — —— T
Chasci Iod VECoads malis o Yahissd ™ Gy Hewd Soky [ HE FPgm I Seat Biack: s
o :Lrl':l':" =] E_.':fs'lsl.dnrur I[b':“:zl"l SwoortMame | Grade Soction '-n:-:jlun'ul = I =]
CiM v |00 [T I |
HES [T [T s A 9
clM v I 008 ded d 10
GlN ¥ m [iTTe] 14 iF v 983
HEACEE m 0003 12 H 511
cln v n [ R 12 N 4us
A 2 [T v 12 H 511
clM v A 10 isns 12
clM v n fifre) dro n 110
HEAMET T 00 : 12 v 208
HEE 7 [T bph Rt 12 v
M Lot
1] .

4. Click the Active Status box until the check mark becomes ‘BLACK’ with a white background
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&/ Students Bulk Changes [=5e=]
Bulk Updates/Changes | Vigw Job Log | F] Close
.é.%luhfl'awsﬁgtaan?l% School Num Grade  Next School Homeroom Program Section  [7 | HeldBack
o4 N | -] | 37 | N— Y — o — T
Chisck fior necards with no values 32 [T Gd [ HetSch [ HR M Fgm [~ Gect [7 | BlockChis
=S g:ﬁ II:‘IS %!::: Stedent 1D E;éﬁg'g:ﬂ Student Mama Grade [Seclion| Program E::: Iém' Er::I B
AN 11 0038 Crystal J 12
I 11 o0&t adlay | 12
_ AN Y 10 o0&t Fatar 12
I 0 O 10 0080 viarkeita kK 12
I o O 1E 0080 lon G 12
AN 1E O0a0 sileny B i2
AN 67 0038 1T 12
AN &7 o0&t Hete S 12
AN [ o0&t Janiells B 12
L 92 0o SETAMNA 12
AN Y 11 0o 1, Olivia M 12
AN Y 10 o0&l lohnathan k. 12
AN Y 70. e 5 12 .
L) L]
Fiee Count | |
5. Change the grade field to the 12th Grade
6. Click the Big Q
7. Click on the First Student in the list so they become Highlighted
8. Scroll to the bottom of the list or Hold the Ctrl Key down and press the End Key on the keyboard
9. Hold down the Shift Key and click on the last Student in the List this will highlight all students in the list at

one time.
10. Click the Bulk Updates/Changes tab
11. Click the Toggle Account Status Choice

IIpdate Section
IUpdate HomeRoom
IUpdate Grade
IJpdate Program

Togagle Impart Include
Toggle Account Skatus

12. Click Close upon completion

O Step completed
O Step skipped

PCS Revenue Control Systems, Inc.
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Step 12. Upgrade Grade

: DO NOT perform this step if you are receiving
NOTE! changes and updates from your Student
Enroliment system!

Districts that do not receive updates from a Student Enroliment System may upgrade Grades, Homeroom, Section,
Program and Next School use the Student Bulk Changes section.

Before graduating your students, you must set the next school for each child. This process will assign the “Next
School” number for each student. This process will not run successfully if you have not defined the
“next school” number for each of your schools.

Setting the Next School

Setting the Next School

File | Administratar intenance Year End  Use
" . Eligibility De
* Configuration File

B: Reimbursement Rates

“*MNext School” number must be defined for each school
under School Maintenance in RIGHTrak. If "Next School”
number is not defined, edit each school under
Administrator\ School Maintenance and enter the school
number of the school that all graduating students will
attend.

——  Design Entry Form
User Card Design
Custom Label Design

School Maintenance

Reporting Groups Maintenance
oo el L ol e B, e et e e i, B S e e e
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Ak Edit School x|
Edit School - Blank School
Enroliment | Dialing | Gowernment | Provisions |

Envoliment Information

chool & Schgal Mama: ical Locssion
N i
2 swsooon e[

) Grade: | < 5 Ve FSohE
%) Ofiino Fropey Alow Lo

SimE\nr!Hd['u'I "'I Zn Bigit
EndPunishad Gr [___~

et WI#ES#: School Catagony
(I B [

Xgoncot | 7o | o Updos

The following steps will Bulk Change Next School

From the RIGHTrak Window
1. Click on Year End | ‘fear End

For Example: If all graduating students from school
number 1234 go directly to school number 0002, you
would enter 0002 in the "MNext School” box when editing
school 1234 under School Maintenance.

Using the example above, if all graduating students from
school 1234 go to multiple schools, please contact
PCS before proceeding. Call 1-800-247-3061 for
assistance and refer to Step 11 of the RIGHTrak Year
End.

2. Click on Student Graduation = =ttdents Graduation
3. Highlight all the Students in the results section of the screen

= |
Cptsuakar Furciong | i JubLag | E fa
{wh"’:‘ et bm  Gimge et Sl frememom Sechan 7| MRk
) 1 i T
Choid i i ol s vn | O [ Mgl [ oM Frn [ e | BmiCHe
ElE Fﬁﬁ :;F;: ket O 5;::"1 it Hesv u.-u-l!imllmg-hl e | [ g
o n v ] 15 e ]
I Y T o 13 it T >
T o Th: [T— 7 1 £
:-'- H n 1h:hy Aty 1 1= R
LA L] 1) i i 158 ol
Ia 0 0 154 Mrholer 1 1% i
laln v 0 T mpnn N |18 e =
& M L i} 14 At mlm b [} 1% 100
I AT u 154 wples e K ] 1
_:a. H Y 0 1% sigue [ 1 15 108
lam v i 1% inf 5 A
AL o JEL) s L i 18
T I Teh, - B T 10K B
Pin o
LA

Note: To highlight all of the Students left click on the first child in the list, scroll down to the bottom, hold down the
Shift Key and left click on the last Student Record. This will highlight all Students at one time.

4. Click on Graduation Functions . Graduation Functions
5. Click on Set Default Next School =~ &t Default Mext School

The following steps will upgrade the grades of all students and move graduating students to their

appropriate next school.

6. Click on Graduation Functions i Gracluation Functions

7. Click on Graduate Students

PCS Revenue Control Systems, Inc.
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e ] Note: This is a universal
Do function. No student
St [iwiudk tiard Scnadd " " " .
Mk St icnod JesiNm g Bime Schoo! temersom Brogem Secten 7 selection or Query Criteria is
N | ) } ] IFJ —— Q necessary.
w TG [ Wedsh WM T Fem [ bl
Imp M Heres -
ol mmlmﬂ B ﬁmwls:u{m,lm| vl L
s W m ¥ me3 7
1 el man |9
Dla . Wom ooer nigl 3
e i v i mEE 10
Blsy N @ " (DL o 12000
1 e, (/1 T L
- A Y ¥ (1] ] [k 4
s i v . wndee B D0EF A no6s
e v W ¥ mEF 7
s i v ® " nE A
s ¥ K L oo P OEF |7
sy v W v [ U
AN Y W ! B L n26E =
G ; P
B Coard ] T Tore [t 1

8. Select your criteria
Graduation Parameters x|

The Graduation Process is Not Reversible
It will operate on ALL Students
You should have a backup before continuing

hax End Grade |12«

|7_| Delete Graduated Students

x Qancell

Note: Selecting Delete Graduated Students will delete the students in the highest grade. Unselecting the box will
close the students in the highest grade.

9. Click OK

Information

Ta view them click the "Wiew Error File" Button

i ] There are 1204 students not graduated, due ba errars
There were 84584 students graduated successFully

10. Click OK to the Information Box
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You may wish to review any upgrade errors by clicking the View Job Log button.

=1 Graduate Students

Set Default Mext School
Marualy Set Next School

View Job Log

11. Click Close to close the Student Graduation window.

O Step completed
O Step skipped

PCS Revenue Control Systems, Inc.
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Step 13. Make a Backup

Make a backup from RIGHTrak on a new Flash Drive or External Hard Drive. Label the backup “Backup RIGHTrak
Year End (insert current school ex. 20XX-20XX) year Step 13".

Note: DO NOT USE THE BACKUP DISKS USED IN STEP 1
Insert the backup media, and make a note of the Drive letter.
Launch the RIGHTrak Software

1. Click Maintenance

2. Click Backup

3. Click Diskette/Removable Media Full Backup

Removable Media Full Backup

£ I

Pemovapls yledi Bull Biclaiy

WARNING!

This function will Backup the Database to Removable Medial
To make sure that All necessary files are copied
no one User should be running the System. To change the drive letter double
If you choose to Do it All Users will be Shut Down. click in the box to highlight the drive
Make sure the Backup Drive Letter below is correct one | gng

letter or click in the box, delete or
’ / backspace over the letter, then type
Backup To Drive Lette E the appropriate drive letter.

| W Dolt | ¥l Close |

4. Click Do It

| Dor | B close |

5. Click OK
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As a safeguard, PCS recommends performing a Special Backup in addition to the removable backup
outlined above. The Special Backup will be stored in the Dsmp quick backup folder with a unique

name.
1. Launch the RIGHTrak Software if it is not open already.
2. Close any active windows and click Maintenance
3. Click Backup
4. Click Special Backup

— RIGHTRAK DsMP ¥er. 6.1.1
File Administraktor | Maintenance Year End  User Tools  Window Help

i Sale BREEEN Quick Full Backup ta Hard Disk
'—'if,:_.gl { Diskette Processing k Diskette/Removable Media Full Backup
i Diskette/Removable Media Custom Backwy
il En  Rebuid Indexes e / E
special Backup

External Command to School
Change School Mumber Full Archive Backup ko Any Drive

r" Export Schools Table |

5. Name your backup 24ST14 in the blank space.

ik Full Bechup to Hard Disk w'Custorn Filebame

WARNING!

This function will Backup the Database to Hard Disk |
o make sune that All necessany hiles are copied
no one User should be muaning the System.

I ywou choose to Do it All Users will be Shut Down.

=T 4 “r Up To b Chass
Baciup Filshiome [—'?T.I [ | Mo Extension

Dot | B Clese |

6. Click Do It!

The backup process will close upon completion.

O Step completed
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DO NOT proceed to Step 14 until you confirmed that
the student enrollment database has been rolled
over for the current School Year.

Step 14. FR Bulk Eligibility Change

The FR Bulk Eligibility Change process was modified in order to comply with the new USDA
guidelines. This option will keep the student's status until a new application is processed OR until
the end of the grace period (typically at the end of the first 30 days of school). This STEP will also
give you the option to clear the completed application ‘STATUS’ (has application Y or N).
However, the application History will stay in RIGHTrak.

WARNING: You must change the FR Bulk Eligibility Expiration
Date before performing this function.

Changing the FR Bulk Eligibility Expiration Date

Note: You must login to RIGHTrak with administrative rights to edit the configuration
file.

From the RIGHTrak Desktop
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Changing the FR Bulk Eligibility Expiration Date

1. Click on Administrator

2. Click on Configuration File

3. Click on the FR_General Folder

4. Highlight (or double click) the BulkGraceDate

5. Edit the date so that it reflects your date of Temporary Eligibility expiration. The date below is an example

ONLY.

BulkGraceDate

BulkGraceDate_4
BulkGraceDate_B
BulkGraceDate_C
BulkGraceDate_D
BulkGraceDate_E
BulkGraceDate_F
BulkGraceDate_G
BulkGraceDate_H
BulkGraceDate_S
BulkGraceDate_T

6. Click on Sawe

8/30/20
11410420
11410420
11410420
11410420
10718/
10718/
10418/
10718/
A0
11410420

g INE BulkGraceDate

Field

Walue

973072000

X Cancel

7. Click on Sawe (top left corner)

8. Click Close

You will see the following pop-up message

Information

@ Changes to the table will take place only after pou reenter the DstP program

9. Click OK to the message box

10. Close the Program Completely

11. Re-enter RIGHTrak

There are three flags in Rightrak that you will have to change according to your preference. They
are under Rightrak > Configuration File > FR_General. The following flags will take effect
when students move from CEP to Non-CEP schools:

PCS Revenue Control Systems, Inc.
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Changing the FR Bulk Eligibility Expiration Date

_____ FPl_GenTarall IncumpleteGr_acePeriDd 1]
----- FPmpon {eepBatort pDeebnpD ;
IES_EJ?;F:Sg:uired KeepEIette_rExpDateDutOfB_ulk M
L tanual_MistakeGracePeriod 10
----- FE_“erification ManualDCET v
""" GLExport taxHouseSizeBeforearming g
----- Impon_From_Schools MixedApplaliowed N
""" LaborCategaryT OutOfBulkGracePeriod 10
----- LaborCategoryz OutDfCEFGracePeriod 10
----- LaborCategony3 OutOfProvGracePeriod 10
Terms and Definition
KeepBetterEliaOnAppl YorN Not Recommended to use. If a
student is on an application and
gets an eligibility, any future
applications that would have an
adverse affect on the siudents
eligibility would be ignored if this
was set to Y. You should check
with your auditor before using
this feature, as there can be
exceptions to the rule.
KeepBetterExpDateQuiQiBulk Y or N If the eligibility of a student is
adverse, is the 10 days before
or after the end of the grace
period at the beginning of the
school year. If setto Y, it would
retain the grace period
expiration if it was after the
adverse time pernod.
OUtOICEPGracePeriod 10 Number of days a student

maintains their eligibility when
they are removed from a
Provision school.
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Changing the FR Bulk Eligibility Expiration Date

If you are performing the FR Bulk Eligibility Change
for:

PROVISION - skip to 14A
CEP - skip to 14B

14A.- Editing PROVISION Schools/s]

14B.- Preparing CEP Schools (Full or Partial)lss]

After the above steps are completed to the needs of
the District, then continue to:

Expiring FR Bulk Eligibility . .. ............ Page 47
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Changing the FR Bulk Eligibility Expiration Date

Step 14A. Editing Provision Schools

This procedure will provide instructions on how to add, remove and/or edit Provision Schools.

This must be performed before Expiring FR Bulk Eligibility Change.

From the RIGHTrak Desktop

1.

Click on Administrator

Maintenance Year End  Use
Eligibility Definition
Configuration File

Reimbursement Rates

Design Entry Form 3
User Card Design
Custom Label Design

School Maintenance

Click on School Maintenance

Highlight (or double click) the School that needs to be modified.

Select the PROVISIONS tab.

Edit the conditions according to the upcoming School Year.

43

PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
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14A.- Editing PROVISION Schools

Edit School - Alternative Center

Enmllment] Dialing ] Government Provisions l

Provisions Information

Breakfast Lunch

" Mo Provision " Mo Provision

" Provision 1 " Provision 1

&« Prowision 2 &« Prowision 2

" Prowision 3 " Prowision 3

¥ Pravision Base vear ¥ Pravision Base vear

Snack hilk.

& Mo Provision & Mo Provision

" Provision 1 " Provision 1

" Prowision 2 " Prowision 2

" Prowision 3 " Prowision 3

I”| Provision Base Year I”| Provision Base Year
X Cancel ? Help ‘ W Update

6. Click Update

IF a school is in the second year of provision,
make sure to remove the check mark from
Provision Base Year.

Non Base Year Provision Schools will not be set
with an expiration date. These students will be set to
F, R or P with a reason code of Provision |, Il or lIl.

Base Year Provision Schools will be set with an
expiration date and will keep the status until a new
application is processed or the end of the Grace
Period.

If you need assistance, call 1-800-247-3061 and
select the option for the Support Department.

7. Repeat steps 3 to 6 for every school that needs to be modified.

8. Close the School Maintenance Tab.

Please
Read

In order to start the new school year with a clean database,
all CEP districts MUST first uncheck all CEP sites (see
instructions starting on page 45), and then set all Eligibility
Expiration Dates to 30 days after the start of school by running
Expiring FR Bulk Eligibility (see instructions on page 47).

PCS Revenue Control Systems, Inc.
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14A.- Editing PROVISION Schools

Following this process will assure that any students that
were DCRT in previous years and are not DCRT in the current
year will have correct eligibilities and that any F&R Applications
that may be in the system for students in CEP schools will no
longer be recognized by the system.

If you need further assistance, please contact PCS support
at (800) 247-3061.

Step 14B. Preparing CEP Schools (Full or Partial)

If you have setup Provision Il as CEP on previous school year, please follow the same
instructions on printing the CEP list and removing the CEP from schools.

A.- Print CEP List

1. Before continuing, you MUST print a report of all of the school’s provisions. Go to Administrator > School
Maintenance.

Maintenance YearEnd  Use
Eligibility Definition
Configuration File

Reimbursement Rates

Design Entry Form 3
User Card Design

Custom Label Design

School Maintenance
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RIGHTrak YEAR END PROCESS
FR Bulk Eligibility Change

14B.- Preparing CEP Schools (Full or Partial)

2. On the School Maintenance menu, press Print Reports > School List > Schools Government
Parameters.

Schools Dialing Parameters School List 4 |

Schools Enrollment Parameters

Groups School is Assigned to
Schools Government Parameters Sl Ao G

MNext School Grade Exception report [ —T1

3. On this report, you can see if any of your schools are running Provisions. Print this report.

Government Subsidy

Sreakfast — Snack Supper Save this copy for when
Feceral [X] Federal [X] Federal ] Fecera! [] you are ready to add the
Stie [x] State [x| Smie [ ] sue [ ] CEP option to the CEP
Fod Sevare Need [ | Fed Severs Need [ | Fed Severs Meed [ | Fed Severs Need [ schools.
5t. Sevare Mead D 5t Sewre Nead D 5t Severe Need D 5t. Severe Neead D
Any Provision E] Any Pronision [El Any Provision [E Any Provision EI 1 The report will show the
Prov Base Year [ | Frov BaseYear [ | Prov. BaseYear [ | Frov Base vear [ | EFDI:: :’S[i:gi?ms as Any

4. Close the report and go back to the School Maintenance tab.

B. Removing CEP from CEP Schools
5. Highlight (or double click) a CEP school to edit it.

6. Select the Provisions tab.

7. Change from CEP to No Provision for all meal types (Breakfast, Lunch, Snack, Supper). Make sure
Provision Base Year is NOT checked off. Press Update when finished.
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RIGHTrak YEAR END PROCESS
FR Bulk Eligibility Change

14B.- Preparing CEP Schools (Full or Partial)

Provisions Information

Breakfast

| * Mo Pru:uvisiu:unl
T Provision 1
" Prowision 2
" Prowvision 3
" CEF

I} Provision Base Year

Shack

& Mo Provision
T Provision 1

" Prowision 2

" Prowvision 3

- CEF

I} Provision Base Year

8. Repeat steps 5-7 for all CEP Schools.

O Step completed

Lunch

&+ Mo Provision
=

Proseision 1
Provision 2
Frovision 3
CEF

=
-
=
I} Frovision Base Year

Supper

+ Mo Provision
" Prowision 1

" Prowision 2

" Prowvision 3

- CEF

I} Provision Base Year

47

PCS Revenue Control Systems, Inc.



RIGHTrak YEAR END PROCESS
FR Bulk Eligibility Change

14B.- Preparing CEP Schools (Full or Partial)

Expiring FR Bulk Eligibility

From the RIGHTrak Desktop Click on Year End

1. Click on FR Bulk Eligibility Change

NCERN G zer Tools Window Help

Auto Create Houzes
FF Bulk Eligibility Chanage

Students Graduation

Money Transfer Eetween Schaools

Delete Histor [GL and POS Items Datal
Delete Applications
Delete Student Changes

2. Modify the screen to reflect the example below. You may wish to select additional setting based on your

particular needs.

| All Accoums Hake Sure PFrovisienal Schook are Set as of Next Year
| melude Partisl Brevisicn Stidarts ﬂ Sepost £
/H_l Includs U"lb' Shudents wath B0 Applicahon '_[
" falec Une of More UptonsFof Buk Chenge Qroup 41
Make sure thig  [2) BesTemp Free = TempFies Tempoeary Eligibilisy Expration Diata
checkbo: | BedusdTemp Reduced -» Temp Feduced W
stays EMPTY. [C) EsidTenp Puid » Tomp Poid —
# | PaidTomp Paid -+ Mong .
) ooAr -» Tamp Fras Make cure this

date is the comact

|=_| Fagtiar =3» Termp Fris

F Chusd hosbids Algrs 7 Clowted Aot T Moy

EXP BULK DATE.

I Setinpod Vst Fleg / on Skdens

™) Clea Bisck Checks Flag / on Suderts
P ClearFoser Flag  on Stedents

M) Cloe POS Message fon Sudents T Man Alergic Messege Onky
) Clom “Agraa to Skara hio® Flag/ on Housos

'7_| Clear Complate Appld Flag /on Housss with Applicafions datedbatare
) Clem Dadined DCRT

| Clea Dedned FR Banafits

Last day of Fiscal

Progress: Year 20

Claar Eralog Wiew Errarlng

o Ok X [ioss

e

Include Partial Provision Il Students

Check this box if vou have Provision || schools
Tor breakiastonly. I you are Provision 11 Tor
breakfast only, families must re-apply every
vear for lunch.

SetImport Visit Flag- Clears the Impori
Exclude flag on all accounts currently set as
Imipoart Exclude.

Include Only Students with no Applications

Closed Accounts as Above- All closed
account eligibiliies will be changed as selected
above.

Closed Accounts o None- All closed sccount
eligibilities will be changed to M.

Clear Complete App Flag- Clears the
completed application flag on all houses in
preparation for the new year.

Clear Agree to Share Flag- Cleais the Agree
to Share flag on all houses in preparation fior
the new year.

Clear Block Check Flag- Removes check
blocking om all accounts.

3. Click on OK. This process can take several minutes; do not try to stop it.

4. Click on Close after the Bulk Process is done.

PCS Revenue Control Systems, Inc.
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RIGHTrak YEAR END PROCESS
FR Bulk Eligibility Change
14B.- Preparing CEP Schools (Full or Partial)

&
NOTE!

T —

CEP Schools will be set with
an expiration date and will
keep the status until a new

application is processed or the
end of the Grace Period.

O Step completed




RIGHTrak YEAR END PROCESS
FR Bulk Eligibility Change

14B.- Preparing CEP Schools (Full or Partial)

View the List of Expiring Eligibility

1. Click on Maintenance

2. Click on Manage Temporary Eligibility Expiration

Maintenance Year End User Tools Window Help

Backup »
Diskette Processing ¥

Rebuild Indexes i
External Command to School

Change School Mumber

Export Schools Table >
Print End of Month Reports

Manage Eligibility Expiraticn

3. Query on the Expiring Eligibility by entering date or use the dropdown arrow in Elig Expire By Date.

[ 8] Temporary Eligibility Expiration % |
|M Print | B Clase
Query Criternia

ection Homeroom Mame (Last First MI) Student ID lig. Elig Reason  Aclive
] | ] | | |
|

v T
House D Grade chool # Elig.Expire After  EligExpire By Date  notDCRT Q

23| House 10 [5] Student 10 StudertMame | Schil[ESg| EfgReason | Changed On| Eig Exp Date [Newt 1 #
17583 | Al 4¢ | onE 0043 TF Bulk Change |3/10/2017 (973072017 [N | ElgEw Date
| 3983 am _ hur E 0043 TF Bulk Change 31072017 |9/30/2017 |N :
| 16701 Al wen 0043 TF Bulk Change |3/10/2017 |9/30/2017 |N Chonge Exp Date |
| 4536 A4 | iny E 0043 TF Bulk Change |3/10/2017 |9/30/2017 |N
| 8887 A4 | icole A 0043 TF Bulk Change | 3/10/2017 |9/30/2017 |N
|| 4741 A4E | an R 0043 TF Bulk Change | 310/2017 /302017 M
| 14776 A : 0057 TR Bulk Change | 3/10/2017 |9/30/2017 |N Expire Now |
HEZR: | ary L 0058 TF Bulk Change | 3/10/2017 |9/30/2017 |N
| 8744 (AN | iamantha J |0058 TR Bulk Change 3102017 93072017 [N
|| 3983 |43 viscoeny wahialle | (0043 TF Bulk Changa | 3710/2017 S/30/2017 [N
< >
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I-Tool Year End Process

I-TOOL YEAR END PROCESS

A

ONLY For Districts doing I-Tool Integration
(Scanning/ Online Free & Reduced Applications)

Step 1. Perform Backup

Launch Rightrak

Click on Maintenance

Click on Backup

Click on Special Backup

Type in the name of the Special Backup. PCS suggests the name OCR24.

arOD -~

Quick Full Backup te Hard Disk w/Custom FileName

WARNING!

This function will Backup the Database to Hard Disk !
To make sure that All necessary files are copied
no one User should be running the System
If you choose to Do it All Users will be Shut Down_

Biackup FilaName: [OCR24_]| WP 10 i Chars

Mo Extension

o Dot B cose |

6. Click Do It

| «oon | B Close |
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I-Tool Year End Process

Print Last Years Application House ID Batch Reference Numbers

Step 2.

N —

Print Last Year's Application House ID Batch Reference Numbers

Launch the Itool Program
Click on Process Data

4. Click on Find Appl by House Id

[S] Fle Administrator Maintenance Year End  User Tools Window Help

Load Data

Process Data

Process Al

it

Temp Settings

Delste | Process | Edt |

Find Appl | Scanned Applications

@ Never Processed Applcations
9 Need Help Applications

w01 200k Process luse:31825 - 124720}
& 200 Edt use:30411 -
-E1 200 Delete usei 2745
“C1 200 UnDelete use 32854
“01 200 Refresh use: 26008 -
B 11— T

& 2. Find Appl by HouseTD g

£ 2008000036{1) - Incomplete for House:

.
(=]

Deleted Applications

& 2on  Refreshal use 32857 -

B 2p ProcessAl liedess

R - use: 32853 -

& m use: 20344 -
Find Next Appl

e zgp  FindNext Appl use:25502 -

£ 2008000037(1) - Incomplete for House: 32862

25428

PC3ADMINFE

Query for Applications by HouselD

Process Data

3. Right Click on Processed Applications

T~

Search | Erint

Appl Reference # .‘

House D Processed Date [: %9f°'9
* On
“ | | j " ffter Query |
g Houze E;;Ii ‘EJI‘Processed On
1 70807|C |9418/200 | 2007009406
1 99633/ C |11/5/20 2008018702
1 112188|C |10/3/20 20080101149
1 119337 |C |8f27/20 20100045831
1 135603 |C |[10/4/20 2011007380
1 144583 |C |8/22/20 2012005650
1 157462 |C |8/24/20 2013001480
2 70501 |C |915/20 2007009091
2 89833/ C 9171/20 2008007481
2 104102 |C |8/11/200 | 2009001411
4

Remember to have a
PDF writer
configured. ..

5. Click Print

6. Ifyou are printing to a PDF Writer (Adobe, for example) Make sure it is configured as the default Printer.

PCS Revenue Control Systems, Inc.
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I-Tool Year End Process
Print Last Years Application House ID Batch Reference Numbers

& Report - Applications from OCR Source
@, Page Yiew b igu |

]

2 Print

] Close

icon.

House ID

irst, click on the
select Printer

Filter Criteria:

Applications from OCR Source

Processed Date

as an example)

Second, select the
PDF Printer (Adobe

Fourth, Click
Print

[~ Printer ¥
House ID DsMP Appl # C/I Processed On Appl. Reference # . =1 | Eepeie=

Status:  Ready

l

70807
99633
112188
119337
135603
144583

aC7A2N

a.
b.

c. Click OK

d. Click Print
e.

f.  Label the file
g. Click Sawe.

C 9/18/2 2007009406
C 11/5/2 2008018702
C 10/3/2 2002010119
C 8/27/2 2010004831
C 10/4/2 2011007380
C 8/22/2 2012005650

Click the ‘Select Printer’ icon.
From the list of Printers, select the PDF Printer (Adobe for example)

The ‘Save PDF File As’ screen will appear

Type:  Adobe PDF Converter
Where:  Documents\" pdf

Commert
- Print range Copi
& Al 1 3:
© Pages from: [1 to: [3707
§| T Coliste
€ Selection ot

Cancel

g
Save PDF File As

@Qeri » Libraries »

- | 4 | | Search Libraries

Organize

4.7 Favorites
Bl Desktop

4. Downloads

5" My Box Files

= Recent Places

m

4 Libraries
> @ Documents
> ‘J? Music
> [ Pictures

> E Videos

File name: .pdf

name for
the PDF {ibrary

Libraries

Open a library to see your files and arrange them by folder, date, and other properties.

&
"H-.__I/ Library

ﬁ Music

= Library
Enter a
ictures

m Videos

Docurnents

=l

OCI

R Printing prog... M

Save as type: IPDF files (*.PDF)

= Hide Folders

Cow ]|

Cancel ]

This will give you a list of all applications processed with corresponding House ID numbers and Batch Reference
numbers. This list should be kept in a safe place in the event of an audit.
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I-Tool Year End Process
Cleaning Up Last Years Applications

Step 3. Cleaning Up Last Years Applications

This will delete all of last year's applications within i-Tool. In the event of an audit you can provide the List that you
have Sawve/ Print or restore from the backup (OCR24)

" Rebuild OcrFR Index Files i |

1. Open i-Tool
2. Click the Maintenance tab = :
3. Click the Rebuild Indexes tab H Ciose |
4. Select OMLY the following indexes: )

a. Raw Application Info 2 Piw Appiication o . selectn |

b. Raw Students Info . gxﬁﬁ;ﬁnﬁﬂ

c. Raw Income Info [ Create Table |

d. Raw Shared Info # Bemove Indexes
5. Click on Create Table
6. Click on OK R
7. Click Close when done |

Progress:
Table  Cheerall

0% 0%

O Step completed
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I-Tool Year End Process
Redirect the path for the SY 20XX-20XX Application Images

Redirect the path for the SY "20XX-20XX" Application Images

This Step is only for Districts that have the capability to view the Scanned Application Images through RighTrak
and i-Tool. These Districts will have to change the path for the new Application Images. Usually, we only need to
change the YEAR from the folder name (for the current SY, folder name is "20XX"). The changes will happen in
RighTrak and i-Tool Configuation File.

In RighTrak:

1. Click the Administrator tab.

2. Click the Configuartion File tab.

3. Go to Database.

4. Look for RemoteScannedApplDir then edit folder location or folder name.

For example:
RemoteScannedApplDir=\\vm-cn-apps\rsimages $\20XX\

InI-Tool:
1. Click the Administrator tab.
2. Click the Configuration File tab.
3. Go to OCRFR_DataBase.
4. Look for ApplScannedimagesDir and ImageFileSubPathRemove then edit folder location or
folder name.
For example:

ApplScannedimagesDir=\\vm-cn-apps\rsimages $\20XX\
ImageFileSubPathRemove=\\vm-cn-apps\rsimages $\20XX\

Note: If you do not know the new path for the application images, please contact the
scanning software.

O Step completed
O Step skipped
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RIGHTRAK YEAR START

M WARNING DO NOT START THE YEAR START
PROCESS UNTIL !!!

+YOU'VE RECEIVED AN ENROLLMENT FILE WITH FULL ROLLOVER
FOR THE NEW YEAR.

“YOU'VE RECEIVED YOUR FIRST DCRT FILE FOR THE NEW YEAR.

+*MAKE SURE THE INCOME.INI HAS BEEN UPDATED ACCORDING TO
STEP 2 OF THE YEAR END PROCESS

“*MAKE SURE TO RE-ENABLE THE CEP SCHOOLS IN THE SCHOOL
MAINTENANCE MODULE IF NEEDED

*MOST DISTRICTS START THIS SOMETIME BETWEEN JULY & AUGUST
BEFORE SCHOOL STARTS

+*MOST SCHOOLS HAVE ALREADY BEEN SET UP TO AUTOMATICALLY
TRANSFER MONEY SO THE MONEY TRANSFER STEPS OF THE YEAR
START IS ENTIRELY OPTIONAL

If you run into any issue PLEASE CALL US at 1-800-
247-3061
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RIGHTRAK YEAR START

RIGHTRAK
YEAR START
PROCESS

Step 1. Make a Backup
Make a backup of RIGHTrak and label the backup “Backup RIGHTrak Year Start (insert upcoming year ex.
20XX).” Save the backup in a safe place for audit purposes.

1. Insert the backup media, if the media is a Flash Drive, External Hard drive or thumb drive, make a note of
the Drive letter.
Launch the RIGHTrak Software

Click Maintenance Mﬂ
Click Backup =~ Eackup
Click Diskette/Removable Media Full Backup

o M DN

Diskette/Removable Media Full Backup

E Staat Diskette/Aemovable Medis Full Backup

Start Diskette/Removable Media Full

WARNING!

This function will make Database Backup on Diskette |
To make sure that All necessary files are copied
no one Lser should b funning the System.
If you choose o Do it All Users will be Shut Down.
Make sure the Backup Drive Letter below is comrect one |

Backup To Drive « To change the drive letter
double click in the box to

highlight the drive letter or
click in the box, delete or

. backspace over the letter,

S Don__| F Cloze | then type the appropriate

drive letter.

6. Click Do It L
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RIGHTRAK YEAR START
Make a Backup

7. Click OK
8.
As a safeguard, PCS recommends performing a Special Backup in addition to the removable backup

outlined above. The Special Backup will be stored in the Dsmp quick backup folder with a unique
name.

9. Launch the RIGHTrak software if it is not open already.

10. Close any active RIGHTrak windows and click Maintenance m
11. Click Backup ~ Backup
12. Click Special Backup = =Pecial Backup

S RIGHTrak Yer. 7.8.0

File  Adminiskrakor | Maintenance  Year End  User Tools  Window  Help
T Sale IR Quick Full Backup to Hard Disk.

s ?J «  Diskette Processing ¥ Diskette/Removable Media Full Backup

e
BankKing EE DiskettefRemovable Media Custom Backup
Special Backup

Rebuild Indexes
External Cammand ko School

Change School Mumber Full Archive Backup to &ny Drive
‘_ Expart Schools Table :J
= R i s i i LY ok e, o et e o gl e s g e bl e i e e S o

13. Name your backup YS(insert upcoming school year ex. 20XX) in the blank space

Quick Full Backup to Hard Disk w/Custom FileMame

WARNING!

This function will Backup the Database to Hard Disk !
To make sure that All necessary files are copied
no one User should be running the System.

If you choose to Do it All Users will be Shut Down.

Backup FileMame: [v520 | HE -Er:‘tean?i‘l:nrs

| v Dol I ¥ Close |
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RIGHTRAK YEAR START
Make a Backup

14. Click Do It!

The backup process will close upon completion.

O Step completed
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RIGHTRAK YEAR START
Make a Backup

Step 2. Update Federal Reimbursement Rates
1. Click on Administrator [y T ] de &L i
2. Click on Reimbursement Rates e F e = - Ek = i

o iy B

A et

e ]

1. Click on the applicable Reimbursement Folders for your District

2. Highlight (or double click) the Reimbursement Rate you want to change in the right hand window.

3. Click on Edit

i’F\lE Administrator  Maintenance YearEnd User Tools  Window HEIp

i Sa >y € = @ﬁ’.ue E@ xﬁr‘n Impl]rl

Banklng Err(ly Student MONBY | attars Cemer Item O\ferlay Export Reports  Export
Edit
3 I DstP Reimbursement Rates Name Yalue
& Federal BreakfastFree

g Et:;ira‘ Severs need BreakfastReduced 1.21
L.f State Severs need BreakfastFaid 0.z7
Ereakfastall 0.00
LunchFree 2.77
S| BreakfastFree x|
Field|value

1 151

' Save | x Qaﬂcel|

4. Edit the Value

5. Click Sawe

6. Repeat Steps 6 and 7 until finished
7. Click Sawe at the top left hand corner
8. Click Close

9. Click OK to the Information Box

10. Exit the Program completely

Note: You must exit and reenter the RIGHTrak program in order for the configuration file changes to take effect.

O Step completed

PCS Revenue Control Systems, Inc.
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RIGHTRAK YEAR START
Update Federal Reimbursement Rates

Step 3. Adding CEP Option to CEP (Full/Partial) Schools

If the CEP Schools were set up as Provision Il (not as CEP) last year, you can take
this opportunity to utilize the CEP option and configure them as CEP.
Please contact PCS Support for assistance at (800) 247-3061.

1. After running the FR Bulk Eligibility Change, refer back to the report you printed at the beginning of the

process. 14B.- Preparing CEP Schools (Full or Partial)[ 451

2. Highlight (or double click) a CEP school to edit it.

3. Select the Provisions tab.

4. Change from No Provision to CEP for all the meal types that were previously Provision Il
(Breakfast, Lunch, Snack, and Supper). Press Update when finished.

Provisions Information

Breakfast Lunch

" Mo Prowvision " Mo Prowvision

" Provision 1 " Provision 1 ..

€ Provision 2 " Provision 2 IF a school is in the second year of CEP,
" Prowvision 3 " Provision 3
make sure to remove the check mark from
I} Provision Base ‘Year I} Provision Base Year PI"OViSiOI‘I Base Year.

Snack Supper

" Mo Prowvigion " Mo Provision

" Provigion 1 " Provisian 1

" Provigion 2

 Provigion 3
& CEP

I”| Provision Base Year

5. Repeat steps 24 for all CEP Schools.
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RIGHTRAK YEAR START
Adding CEP Option to CEP (Full/Partial) Schools.

Editing the Claim Percentages

6. IF the Schools were ‘previously’ set up as CEP, the percentage will reappear after you ‘mark’
the schools as CEP. For schools that are new to CEP, you will need to edit the claim percentages. After
setting a school to CEP, press the C.E.P% button in the school maintenance menu. (Make sure the school
you would like to edit is selected)

CEF*

7. The C.E.P % Annual Rates will appear for Free and Paid. Edit them as necessary. Press Save.

=-B Annual Rate Name Yalue
L el = Free 000

Faid 0.00

8. Repeat Steps 6-7 for all CEP schools.

O Step completed
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RIGHTRAK YEAR START

Adding CEP Option to CEP (Full/Partial) Schools.

Step 4.

Preparation for New Application Processing

The following procedures are PCS’s suggestions for making Application Processing easier and less error prone.

Print the Entire Student Database

Print an entire student database, sorted by name and aggregated as a reference for incoming applications to

identify house I.D. Numbers.

1. Click on Report Center

2. Click on the Accounts Tab

[P Report Center

DsMFP Report Center

Financial | POS lms | Government | Trial Balance | Free and Fedeced  Accounts |

I SctodalaTise 5 Aggeegated

| Free HizZlELeh Sachon Crade: FAcke

) Feduced schoot[___ || @ 57 lohict Pastar
| Paid

F} TampareryFrea Hemnanom: F | SherafesiMo
) TemparanyFeduced | Group: | - | | =) spioocrT

| TempararyPaid ") Show hia

) Hena
T T e (Eligibility Mismatch Report | =
Lt of Stidaia who have dfieepat Ebgitdity
Studest Inlo  Femaik Ebg Dhasge at ihe School and Chsincd Lessd ||
Account Status Mismatch Re
mjlﬂ. me Lisl of Studams who have different Status P
Lisl of selected Students
B B e S Y ¢ "

[l Cloza

Erint Aepon

O Step completed

The Preview Report button allows
you to view the report first on screen.
If you do not want to Preview the
report first simply click the Print
Report button and the report will
automatically print to the Printer.

Click on Eligibility Listing

3. Click on Preview Report
4. Click Print

5. Exit Report Center
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RIGHTRAK YEAR START

Send a Letter with Blank Application

Step 5.

Send a Letter with Blank Application

In order to make it easier to process new applications, you can send out a letter with the blank application to
families indicating the system House I.D. Number in the letter asking them to use this number when filling out the

new application.

From the RIGHTrak Desktop

1.

SO N>O R WD

Click on Letters

[
Letters

0.

Click on Print Letters
Click Select Letter to Print tab

Select the Eligibility Expiration radio button

Application Request should be the highlighted letter

Click OK

Sort by House# in the Eligibility Expiration Criteria box

Click Print
Letters will start to print

Exit the Letters Section when your letters have finished printing.

District Letters

Fage 1 l Page 2 l

—Application / Verification Besult————w A0

& Application Resul Feprint Printed Afte

" First Werification Motice
" Second Yerification MNotice
" Yerification Result

Select Letter

Letter type
" Eligibility Notification

" Eligibility Expiration
" Balance
" Inactive

" Direct Cerification

Sort /| | Verfication
By |Zip (Letter per Family) - ~ General
Erom | | Io| ] Language
g et |Default J
Zip 5 digit Only

W OK | x Cancel‘

Eligibility Motification
UserDefined ..

&Y Settings ‘ & Sample H £ Selact Letter to Print |

Eligibility Motification

O Step completed

2 Print ‘ I~ noLabels

Eligibility Motification: elignote.rtf

X Close

PCS Revenue Control Systems, Inc.
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RIGHTRAK YEAR START
Make a Back Up (Before New Enroliment file)

Step 6. Make a Back Up (Before New Enroliment file)

WARNING: Before performing this step, please verify the Student Database (Enroliment File) has been updated
with the upcoming school year information.

Label your backup media “Backup RIGHTrak Year (insert current school year ex. 20XX-20XX)" Before New
Enrollment.

For backup steps, please refer to Step 1 of the Year End/Year Start.

As a safeguard, PCS recommends performing a Special Backup in addition to the removable backup
outlined above. The Special Backup will be stored in the Dsmp quick backup folder with a unique
name.

Launch the RIGHTrak Software if it is not open already.
Close any active Dsmp windows and click Maintenance
Click Backup

Click Special Backup

— RIGHTRAK DsMP ¥er. 6.1.1

File  Administrator | Mainkenance  Year End  User Tools  Window  Help

sotc I ol Socku o Hord sk

pPODN -~

S
R
E ;jgﬂ ¢ Diskette Processing 3 Diskette/Remaovable Media Full Backup
i Diskette/Removable Media Custom Backy,
Banking En  pehiid Indexes Special E' fio =
Special Backup

External Command to School

Zhange School Mumber Full Archive Backup to Any Drive

/_‘- Expart Schools Table |

1. Name your backup 25YS07 in the blank space

Cuick Full Bac'll:up'h: Hard Daik we/Custarm FleMName

Cjuiels Bull Bzielueg tg Fhirel Dlizle

WARNING!

This function will Backup the Dalabase to Hard Dhsk |
To make sure that All necessary files are copied
no one Uzer should be running the System.

I you choose to Do it All Users will be Shut Down

. s Up To 6 Chars
Backup FileM YSI]1
m AL | . Mo Extension

F Dol I ﬂ Close |

2. Click Do It. The backup process will close upon completion.
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O Step completed
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Step 7. Process New Enroliment Information

Take the download as close as possible to the new school year, or as soon as the enroliment system includes
only the upcoming school year's information.

The RIGHTrak Database should be updated with the latest student information available including New School
Assignments, New Grades etc.

School Districts that have been processing downloads throughout the year should follow the same download
procedure steps.

Import Student Database

Lines Processed:
Records Updated:

Records Inserted:

[— I — I — I — ]

Records rejected

Time Elapsed: 00:00:00 Process Started:
Est Time Remaining:  00:00:00 Average Speed: 0 Students Per Minute

Progress:

O Step completed
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Step 8. Export Student Changes
To preview the student changes before exporting

1. Click on the File Export Button
2. Click on View Student Changes

File Administrator Maintenance Year End  User Tools Window Help

Sa gm

I?;S Il'& @iE% %&%

= Y m  Import
Bankind  Eniry.  ciydent MONeY | etters Cehter  Item  Overlay | Export Log Heports  Export
Overlay Scheduling
‘ Export Overlays
ey
J' P ( S Export POS Items
REVENUE CONTROL SYSTEMS, INC, File Distribution
800-247-3061 G T
RI H fU;RAK View Student Changes
Export Student Changes

View,/Clear Changes Export ErrorLog

This screen will show all the student changes from the new download. This screen allows you to view or print the
changes.

@ R Adwnisraber  Mainberonce  Yewr End  User Took Window  Help

L

Bk Bax Faw Chisnigei
Bk Chiithc alisidy st
Ay Changes

Entai tha IMPORT

-bn ! Fiasacn
ﬂ - sara ! the FROM L oo 'II __'
Jimame Il et 1D Crgnge Tyrer Q
o [ Al | Il Il o
Change QK e Serz)
| Trns # Dt mwurls"'““” E"gIEthEh]. Aemzon| Swudent D I Change Type |SI Dved_|
127150 {0471 8 0@ TF F Manager Eligitnlity Changed 5]
127151 (04718 M3 003 TF F  Meneger Eliguliny Chavged ;]
127152 (04718 0G5 03§ TF F Manager Elgy by Changad ]
127153 |04718) M5 00 TF F Menagar E ity Chawgad M
127184 04715 b X TF P ecoma E ligiliny Chamgad ]
127155 047 D2 0o TF P incons Eligioility Chamgad 5|
127156 (047652 Dicd D24 TF P Income Eligimlity Chasnged M
127157 | 0462 D32 R TF P lecome Eligiilisy Chamged M Iﬂ
| ¥

B

Note: For those districts that are currently using our COMTrak Communication Module, It may be necessary to
enter a gray check mark and query based on the date of import since COMTrak may have automatically sent all
available changes.

To update schools with the new enroliment information

PCS Revenue Control Systems, Inc.
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1. Click on the File Export Button

2. Click on Export Student Changes

[ osrpaz ver, 52,0, E =10] %
hd

Fie  Gdminetrstor  Manberance  Yesr Erd  Ueer Tooks  ‘Window  Help

L] E.’ fiii =t '.'_'n a E: e {‘f/_ﬁ
_“m % suﬂim by JHL % :;gn Crverlay éﬁﬂf EFENt it Sipon

3
Oror sy Sehadubng

PCS Revenue Control Systems, 77

DsMP For Windows sk

View Fudert Changss

Wiewlear Changes Export Er-gnu

EDSMPSZ ¥Yer. 5.2.0. - [Distribute Student Changes To Schools Mail Subdirectories] = 5'
ﬂ File Administrator Maintenance Year End  User Tools  Window Help —|® LI
) Sales, & = —— = N
i) 2 B @ =yl B S 4
= ; 4 ™ > E% —a Al =

i Custom Import
Banking  Enfry spudent Money | etters ﬁgﬂﬂar Iptgrsn Overlay  Export I\:‘gat Reports  Export

ESendI gg Cancel | Visw EXTRNCMD DAT | [l Close

WARNING!

This function will Create ExtrnCmd _Dat file or Append To It !
Any Pending Changes will be Send To
Specific School Mail Subdirectory
And Saved into ExtrnCmd.Dat file !

| | y

3. Click on the Send Tab
4. Click on Close

Now is the time to perform Direct Certification. Remember to perform your nightly process after Direct
Certification.

Please contact PCS Technical Support at your earliest convenience if you need assistance importing your Direct
Certification File. Please have your DCRT file available prior to calling and verify that the file is the correct DCRT file
for the current school year.

O Step completed
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Step 9. Make a Back Up (Before running Compare process)
WARNING: Before performing this step, please verify the Student Database (Enroliment File) has been updated
with the upcoming school year information.

Label your backup media “Backup RIGHTrak Year (insert upcoming school year ex. 20XX-20XX)” Before running
Compare.

For backup steps, please refer to Step 1 of the Year End/Year Start.

As a safeguard, PCS recommends performing a Special Backup in addition to the removable backup
outlined above. The Special Backup will be stored in the Dsmp quick backup folder with a unique
name.

Launch the RIGHTrak Software if it is not open already.
Close any active Dsmp windows and click Maintenance
Click Backup

Click Special Backup

— RIGHTRAK DsMP ¥er. 6.1.1

File  Administrator | Mainkenance  Year End  User Tools  Window  Help

pPODN -~

o Solc MEET ]  <5ck it o ik
E ;jgﬂ ¢ Diskette Processing 3 Diskette/Remaovable Media Full Backup
i Diskette/Removable Media Custom Backy,
Banking En  pehiid Indexes Special E' fio =
Special Backup

External Command to School
Zhange School Mumber Full Archive Backup to Any Drive

/_‘- Expart Schools Table |

1. Name your backup 25YS10 in the blank space

Quack Full Backup to Hard Disk w/'Custom FileName

WARNING!

This function will Backup the Database to Hard Disk |
To make sure that All necessary files are copied
no one User should be running the System.

If you choose to Do it All Users will be Shut Down.

51 3 Up To & Chars

teup FileMarm
SRS - ! Mo Extension

. W Dolt _ B Clase |

2. Click Do It. The backup process will close upon completion.

O Step completed
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Step 10. Run a Compare (Optional)

&
WARNING: Perform this function only if you received and imported a
NOTE“- complete download from your enroliment system.

The Compare Function will enable the automatic graduation of students no longer active in the student enroliment
system. It is a two-step process in which a comparison is made between the RIGHTrak database and the

download file from your student enroliment system.

Before you start, confirm that all students that are part of the RIGHTrak system but not part of the student
enrollment system (added manually) are marked as Import Excluded.

Note: Manually added students are automatically set to Import Excluded.

How to marked students as Import Excluded

S/ RIGHT ok Ver, 11204 (=8 )
File Administrator | Maintenance | Year End User Tools Window Help
Yy Sale: Backup » P =1 S g
B & = g0 B 2? &5
Banking gy d %ﬁ:‘: eent  fupm [mped
1. Click Maintenance £
. Export Schoels Table
2. Click on FR Bulk Changes i L st
'800-247-3061 roce a

3. Click on Student Bulk Changes

CleanUp/Repair Utils
Clear Closed Accts Eligibilit

Print Custom Labels Students Bulk Changes

MoveDay

Repair General Ledger

Manual Balance Load / Keypad Export
Jancaload Frzac)

1. Remowe the check mark from the Imp Incl box and click the big Q (the screen will display the students that
were add manually)

i =3 =) & o I .
=r “% €y & e u'-;—-? ?;’E ‘;.E' N ﬁ The Imp Incl Column indicates if
[anking E iy EFlay .
Eareet T e & 1 the student is Import Included or
not.
= Studertts Eolk Changn x|
Bk Uipcdsters\Changes | Wiew Job Log [I Closs .
Csry Critorls e M= Mot Included in the Enrollment
F_u_!‘r.'l-l Stgdant I rE ||:||]:IE l'.ln-ju;| I\<||l|||I:‘§|I'|:|JJ -||:||||n||:|::n r_":l:lljll'l'li ﬁul'muj :z._#n-l"'r. Download_ StUdE‘.‘I’It wi“ not be
T o B e R ) closed by the compare process.
Hold| lsp |Elock - Errclled - _—-'_'I_'_'__F I. e Homa Llsrs . .
o 5|Bec'- ndl |Chis | S96I0 [yl | Stcesthiame™ '”""‘F“"‘""l Progrom ) Roem | PN Y= Yes Included in the Enrollment
AN (M IITRY BT | Abalos Ageda L] ¥ i
[laln n g (045 S0 P - Download. Student will bFa closed
by the compare process if not
listed in the download.

2. Click the Big Q
3. Highlight the Student Records
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!_lA. Updeieuanges | Wiew don oy

rE Smoel haew Grage  Fdse Sorecl BPemeseass Prageae ¥ | g
& — (1 | —— o

L e . L L

| inp [T et FisTa
] e ] mmnl BudriMems [ o MMMW R

T T | W oz 17w | |
I FCCERE [ il TR
Tla m w1 : L IEE
[m % — F mhhl D:z-_|_1>
T [ chacl® M0
Mm% — qz_zr_|_1_.>
T [
BN % _ § .m_[n:z-_l_v
1 L 11 K el [l ol
I TR i
= T T (O e j_[l:c z-_|_1 >_| 1 Ji
AH v 1T
T Bl b el anz- I1> 1T 1 JizaE
R Courd | [T | &

This section will allow you to select one or multiple students at one time and toggle their Import Include status.

Hold the Ctrl Key on the keyboard down while clicking with the mouse on each student. This will allow you to
highlight one student at a time.

Once your Selections are made
4. Click on the Bulk Updates/Changes Tab
5. Click on Toggle Import Include

[ | Wiew doin Loy
[rES—
Li=}a R ey ol basw Grage  Pdse Sovacl Bamesss Pagas 7 | g
it s
e | s 1 s

i [ Gl [ b [ R [ R [ Ges |
S AdsEaPd T b 4] H
Lo Dl BuliiMame  |areee MMMW ]

T TR "I T The highlighted students in this

A __ma example are Import Excluded and

AU I TR mu-Tlgch_h are not included in the Enrollment
I Y T L. — em Download.
e — T m This will Toggle the Imp Incl to a M
AR i or Y depending on your selection.
T EN W [ ] mj_[n:z-_l_v_l | Jiaz
_‘:.[: ;4 _ hel Ln:z- |1=' 1T 1 it
‘lmg | [ =

o 1 e e} e

P gt I teni

This Example shows that the Enrollment
Download will modify all students listed.
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From the RIGHTrak Desktop

1. Click on the Import

F
Import
Export

Export Button

2. Click on Compare Student Database with Import
3. Click on Trial Compare (wait until the process indicates Done)
4. Click on Compare and Close

Esi Tiww Fasmaining. D00

Frisyeiee

=I5l
B Fe Awenus Heniearcs Tes ird U Rosk vindos  Hep =l x|
T e BY oy BT
Oasking  [oiy  casdent ey |.rmn tem  Uwirhiy  Ewpen 4
R 1| [ oo
{ '-.lm]::l' g Smident Database
Lpes Finepsas L]
Fecordy Up=isied L]
Ry Ina priesd L]
] a
Tiree Dlapead L g Pt Saseesd

Amins Gpesd 0 Ehsdenis Paw bty

5. Verify the number of Closed Records

6. Click on Close

Trial Compare allows you to test
the compare process for errors
before you permanently change
the database.

Rejected Records are normal,
however, if you have the same
number of Lines Processed and
Records Rejected or Records
Updated, you should confirm that
Step 3 has been completed.
Consult the View/Clear Student
Compare Error Log (under the
Import/Export Button) and contact
PCS Technical Support if you need
additional assistance.

Note: The compare process can be configured as part of the Nightly Procedure. However, PCS doesn’t recommend
this function unattended because it could CLOSE wrong accounts (mainly because the students were not part of

the download file).

O Step completed
O Step skipped
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Step 11. Money Transfer

A. Money Transfer Made Easy

District using our Automatic Money Transfer should NOT perform this
process. The Money will follow the students to their new location. If your
District is not configured, please contact the Support Department at (800)
2473061, select option 3.

You may confirm your Balance Auto Transfer Setting by clicking on:

1. Administrator

2. Configuration File

3. Import From Schools

4. Balance Auto Transfer is enabled if your flag is settoa Y

B GLExpor = | Hams e
@ [Eefencarums Tt 7]
O LebarTatgn Balancafina TransleDas [1]
B LaboiCabegongd BalanceEmLogiscidamings 2]
B LaborCategongd BalanceEnLogParbchoc M
G LeborCategon GADalsEnLogPeiSchogl M
8 LeborCategond hemHisEnLagPerichool 2]
B LasniCabegnng CremraieCustomBep 7]
B LeborCatagond Prooses D05 D ¥
£ LeborCategond Frocess DOSDRn2 =i}
£ LaborCategonyd Wl Tirriearg ToC T 3

The following series of events must happen in the following order to ensure your success.
1. Perform Year End at all schools. Year End creates the balance file that provides the account balance
information for RIGHTrak. The BALANCE file MUST contain ALL accounts.
2. Communicate the balance files up to the district.
3. Process the Balance Files in RIGHTrak
4. Check the Balance Upload Status Report in RIGHTrak to see that ALL schools have processed their Year
End balance files.
DO NOT CONTINUE UNTIL ALL SCHOOLS IN THE BALANCE UPLOAD REPORT HAVE A BALANCE DATE
THAT CORRESPONDS WITH FASTRAK YEAR END.

Sch Number Sch Name Last Bal Up Date Proc Date

0001 Jefferson 08/11[ | v

These are old dates. The dates MUST comespond to the date on which you performed Year End at each
school.

PCS Revenue Control Systems, Inc. 74



RIGHTRAK YEAR START
Money Transfer

Money Transfer

IF THE LAST BALANCE UPLOAD DATE FOR ALL SCHOOLS DOES NOT CORRESPOND WITH FASTRAK
YEAR END, you will need to see if there are unprocessed balance files.

e  Goto Maintenance

» Manual Balance Load / Keypad Export

Marwal Balance Load / Keyppad Expoit
Viewe/Ulear Balance Load Erce Log
“iewe/Clerar Blalance Exist Log

o Click Do It o Dot

‘iew/Clear Keypad Experdl Enar Log
Viewa/Clear Stdlbemz Expost Enor Log

Return to the Balance Upload Status Report and verify whether any Balance Upload Dates have been modified after

running the Balance Upload function.

Page: 1

Balance Upload Report

As Of Date: 6/30/2016
Sort By: School Number

School Number School Name Last Balance Upload Date Proccessed As Of Date
0007 Pre Makati No Bal Upload Date

0027 Roman E 1/3/20 v

0028 Coron 1/3/20 4

0029 Boracay 1/3/20 4

0030 Davao 1/3/20 v

If your balance dates now correspond with your FASTrak Year End dates, you may now continue with your steps

to have a successful Money Transfer!

NOTE:Make sure the enroliment file was taken already and that the students graduated to the next grade. You can
check a student you know is moving to a new school in the money button.

Enrall . : Block|Feprt|Repored|Reporead
‘S‘ student Mame ‘ atudent 1D 2oh Grd EI|g‘EI|g. Feason Chk | Sch | Balance | Adjust

0054 M 0054 £0.00 $0.00
0054 |6 R |lncome 0054 $0.00 $0.00
0034 |2 R |lncome 0034 £0.00 $0.00

Student Reported from: 0054 On: 1320

Student 1D: 162580 Last Eaten Balance: 50.00

Enrolled Sch: 0054 on:6/22/20 ] 94 Brk 12M6/200  Adjustment: 50.00
Eligibility: R as of. 812120 Lunch: 1/2/200] Sch.AdL.Only:
Grade: 6 Supper: Payment: $5.00 on 111120
Section: Snack: Elig: & check
Homeroom: ALC: 59200 UnivPIM: 4405

Notice His enrolled school should be the new
school.

school and his reported balance school should be the old
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Money Transfer

Now you are ready to do Money Transfer!!l

B. Year End Money Transfer with Summer School Made Easy

If running summer school, the following scenarios need to be defined:
o Will the students use their year round account balances in summer school?
e  Will you use an existing FASTrak or will you setup a new one?

Students WILL NOT use their current year round account balances during Summer
School

Assuming we want the Year end balances to transfer to the New Year and that balances are NOT used during the
summer.

Process the balances from year end.
DO NOT create or process balances from summer school. Turn off Balance in the Eligibility table. (Make
sure to turn it back on after summer school is over.)

e Import student information to mowve the students to summer schools.

Enjoy Summer School!!!

e Import Students for the New School Year.
e Do Year End Money Transfer
e Communicate with the schools as normal.

If you are using the balance during summer school:

Process balance files from year end

Import the enroliment file with summer school information
Do Year End Money Transfer

Communicate with the ALL schools

Enjoy summer school

Do a year end at summer school creating NEW Balance files from ALL schools
Process balance files

Import New Year enroliment file

Do Year End Money Transfer, use the balance date of year end at the summer schools
Communicate with schools as normal.
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Year End Money Transfer with Summer School Made Easy

C. Money Transfer

1. Click on the Year End Section of the Menu Bar
2. Click on Money Transfer Between Schools
3. Enter the Earliest Year End Balance Date

&) Vew End Money Tramfer "
lritisia § T rarcsier Frocass | WimsyCloar EmoiLog | y 0 Clese |

Momey Transter |"|'1nwing % Transfer Aasult |

Ertee Earbaet Balance Derda ol “ear End at Schoal (6520

School [&/5721 5 In this Example, the first School's Year
End was performed on June 5

Toal Sudenis

§ Trawwlers Frocasead Now
¥ Trawwlers Aleady Infated
§ Trawwfers Akeady Infated
$ Trensters Faled

Frosgiesss

88 cancal]

4. Click on View/Clear Error Log

Note: The Transfer Log is appended to; if you do not want to clear the log just remember to scroll down to the
section that starts the Year End Transfer.

= Tent Fe viewer - o =

Find | Fmdﬂmﬂ:l Clear | & Frint | K Cioze
FS\d 45445 Transtersd to School: 0043 on 6-22-200 ] 10:44:51 FK has Bal:4%.7 Reported fyom School: 0099 as of 1-3-20 -
i

Balance Cut Of Date
Transfer Date Before Selected Balance Date
Std: 45683 Transiexed to School: 0043 on 79200 ] 11:35:00 AX has Bal:28 7 Reported from Scheal:0099 as af 1-3-20(]
Balances Cut Of Date
Transfer Date Before Selected Balance Date
C Std: 45729 Trenstered to School 0043 on 62220 ] 10:44:55 FM has Bal:35 Reported from School: 0099 as of 1-3-20[]
Balmnce Cut Of Date
Transfer Date Before Selected Balance Date
Closed hooount
Std- 45951 Tramsfersd to School:0043 on 7-9420[ ] 11:36:40 AM has Bal:9 45 Reported from School:0099 a= of 1-3-20[]
Balance Cut Of Date
Transfer Date Bafors Selected Balance Date
I}t Std 4.6[|1l Transfgzedﬁ?nﬂﬁchml:ﬂﬂll on 622420 10:44:55 FH has Bal:40.3 Reported from School: 0099 as of 1/3f2|:l|:| o

[line 1 Cok 1

5. Click on Clear
6. Click on Close
7. Click on Initiate $ Transfer Process Tab
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Money Transfer

Indimta § Trengler Prooses | Misw/iae Encilog f 1))
Snnmy Tenmsinr | \iwwiny § Trassine Fauh |

This is just an example date. The
Eotm st EabocsCem ol Bdasaed [} 4————4—  Balance Date you supplied in the

previous step will carry over.

Total Shaarts : 15046
# Tiarvitars Proca soad Mo : G54 59 ol Mam - Nogative Bal
8 Toarriinrs Ml risachy |nibabad | L]
8 Tesrvwimrs Ampecied L]
# Tharestors Frbed : [}

Progeass oo End ko ray Teanfo: betwoen Sohoak. .
Dara

LLLLTLITTTELTET T EL T TN E LR LTV ETETT TR L T TR L]

8. Click on Viewing $ Transfer Results

] st End Moz Tsncier

. When you enter this screen for the
50 | e LI'I first time, you must click the tab to

e howhermaus

9. Click on Show/Hide Past Money Transfer Tab

[ ]
Infiais § Trenséor Process | Mew/Cloer 1) glose | This view will show you from school to
Viewing # Transter Fesul .
Manery Tirnsfr ranstar school and the Student 1D associated
with it.
Froen | To | [ =]
1) Transd Dt Amount Shuchant ID Mok '
c [ = | I |m5m-l The Dates shown here are just
LN D0 0SSR N (81 TH MES DD GETISE “idw End Moniny Tranghar
[|n zsosewe] i1 gnrmeEs 0o B2FI9Y YessEndMoney Transir examples.
_N IT0E OSSN (41 7E 00TE DDA E2TI0D “radd End Moniy Tranglar
v oz osmane] f11 @528 005 00H B2FNEZ s EndMoney Transter
_N ZroR 0SMEd n1 2t MEE b B2R20E “rear End Monoy Transhar —
_N T0E osEas] F6A0 MOES DO RITIES “risiut Endl Monny Tranihar
M N 05 N1 #2350 MO DI E2TATE ‘oo End Money Transhar
_N NN osEEEq J250 M5 D031 B2T2TE “read End Mony Transhar
W @1z05man] |11 (6450 9075 0031 G2FZB0 ‘e End Monsy Trangier
T ook [T wooms o &R Ve End Monwy Transhar
i o
10. Click Close
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To view or print the Money Transfer by Name

1. Click on the Money Button

Money

2. Click on Money Transaction Log
3. Set the Date when Money Transfer was performed

!mmwmmwmtmmm

Z3resn

_ Student Iebarry Letters
l::laa:Irarm-ar CmnalTra.ng,a:ﬁm I
Quary Critaria

Date Pariod
A4 1o

je= W5

Durlav

Expaort

Fgvaried Trapsaction Type

Py [ ..

Computar Name Llser Name Trangacton Murmbers
C 4 -} Froa]

A T [ [ L T E— o
1 D&mss2 401 pm  Maney Transier 4985 0021 0029 17 Richa L
2 0809720 (401 pm  Money Transier 40095 0020 0024 19 Jiannil L
3 03042 401 pm Moy Transter $0.20 0022 0024 19 Teaurin L
4 D&092 401 pm  Money Transier $0080 0020 0024 19 Tearh i)
S 080929 (401 pm  Marey Trandter $0.06 0022 0024 21 Swmrak i
6 050IRY (401 pm Money Transier $0055 D021 0023 21 Aath v
7 0809729 |400 pm  Momey Transtes 1250 0028 0029 21 Mark i

4

O Step completed

4. Click the Big Q
5. Click Close when Finished

O Step skipped
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Step 12. Export Student Changes (Send to Schools)
NOTE: This Step is NOT necessary to perform if you are using Mobility (COMTrak)

1. Click on the File Export Button

=
@Igile

Export

2. Click on Export Student Changes

S| RIGHTrak Ver. 11.2.04 (=1 E=RCx

File Administrator Maintenance YearEnd User Tools Window Help

= v Oy & ]

R POS
Banking  Enfry  Gtudent MONEY  Letters Conter  Item  Overlay | Export

= gh B . dP

m
I!nealt Reports  Export

Overlay Scheduling
F Export Overlays
S
7 | ) ( S Export POS Ttems

REVENUE CONTROL SYSTEMS, INC. File Distribution

800-247-5061 RIGHTRAK Vicw St Changes
Tor Windows I Export Student Changes I

View/Clear Changes Export ErrorLog

610 Elig. will Expire by 5/7/200] Tracks' Schedule Reminder!

3. Click on the Send Tab

S| RIGHTrak Ver. 11.2.04 - [Distribute Student Changes To Schools Mail Subdirectories] =N =R
i”Fi\e Administrator Maintenance YearEnd User Tools Window Help - |5 %

T2 a0 & ® = ogh B e

Banking  Entry  giudent MOMEY | etters Center  Ttem Overlay Export og Reports  Export

I = Send I | Wiew EXTRNCWMD DAT | [l Close ‘

WARNING!

This function will Create ExtrnCmd.Dat file or Append To It
Any Pending Changes will be Send To
Specific School Mail Subdirectory
And Saved into ExtrnCmd Dat file !

School #:

ol

610 Elig. will Expire by 5/7/200] Tracks’ Schedule Reminder!

4. Click on Close

O Step completed
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Step 13. Accept Data at Schools Prior To School Start

A few days prior to the start of school, the school computer must be turned ON and perform Wan Connection
before opening FASTrak. If you are using Mobility (COMTrak) make sure it's ON before the schools open FASTrak.
Once communication takes place, you may enter FASTrak to begin processing the data. This file may be large and
therefore take some time to process.

The changes received by the school will include the transfer of students from school to school, the change of grade
assignment, temporary meal status and transfer of balances. All this is assuming the previous steps have been
completed.

Once the processing is completed at the schools, an adjustment report may be printed to verify money has been
transferred, correctly. You should also upload all balances if you plan to print Keypad Notes in the Central Office.

Keypad cards should be distributed prior to the start of school.

If you are mailing postcards from Central Office to students regarding their new numbers and balances or if you are
printing Keypad Cards at the Central Office, this is the time to complete this function, as there are many additional
steps required.

If you have any questions or concerns about printing keypad cards, please contact PCS Technical
Support at (800) 247-3061.

O Step completed
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Step 14.

Entering Applications

You are now ready to enter new applications. If you are using i-Tool, MAKE sure the Year-End was completed

successfully.

Mew.. | [F41Edit | OpenMake Housr=

x|
Faom!"?:;‘c;fﬂﬁ . Jdee Manual Overrits | View/Scan | Print | ¥] Close
Bu il IR . ’
Determination Display
House ID=2 James Buffett SSN=123456789
A HowelD  SudentiD Sechon  Application History: . Anytown, NV 12345 Monthly — Monthty
r |:I|:l| Freebelow:  $1.57900  $1,579.00
- 21| st [sppovedon| Note Opeidios | ~| Reducedbelow: $2.247.00  $2.247.00
| | Complete 1/67200] PLSADMINFE 4 Total Income: $100.00 $100.00
i|HouseID|  LastMame First [ : House Size
Dz dimmy - signed 7 Ij
2 Buffiett Savann K| (N Signer's SSN 12345673
T000052 |Bufington Amos
T000053 |Burke Shane  StudentMembers:
T000106 |Burke Shane | [S[SSH [ Name [ Foir [ Fiom [ Resson [ To | Reason | EwpDale | N. [Case#t [ Case. |
T000054 |Bursch Christine | | & g:f;:-'s':fv e NI E focome
RIGHTrak
SSNumber  Full Mame Income Income Type  Source of Income
| j il Al M | M |
lication ils:
S5H Hame: Innnmel T | Income Source/Caze § Add
120000 Y ‘Wages
Delete
Clear Al
Cazeli/Income

&/ i-Tool OcrFR Vi

File Administrator

Maintenance Year End User Tools

Window Help

PCS i-Tool for FAR Data Integration

Load Data

&

Process Data

O Step completed

/-
T PCS

REVENUE CONTROL SYSTEMS, INC,
800-247-3061

i-Tool

integration
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Step 15. Eligibility Letters for the New Year

This function allows you to print Eligibility letters prior to the end of the 30 operational day carryover period. This
function will print eligibility expiration notices for all households that were on the Free and Reduced Program last
year, but have not yet submitted an application for the current year.

From the RIGHTrak Desktop
1. Click on the Letters Button

A

Letters

Click on Print Letters
Click on Select Letter to Print

Click on the Eligibility Expiration Radio Button
Highlight Eligibility Expiration

aroDd

District Letters

Page 1 | Page zl

—Application / Yerification Besull—————— [lnactive— rE hgibility EhangefExpire—l:Ilnactive—
Select Letter : : :
& Application Resul I” | Elig Expire
 First Verification b [ Leftertype Eefare

= Eligihility MNotification

~ Second Yerificatic Uerefmed...
 ‘erification Fesul | Eligihility Expiration
o™ Only
r Balance 4(‘ Exclude
= Inactive
—Sort " Direct Cerification
By |ZipiLetter| | verification na
Erom  Ceaneral 5 Students with:
oy s Only
Zip b digil Language
IDefauIt j

| v OK I XCancell

Mo Letter Selected | |

Eettingsl & Sample | X Select Letter to Print I 2 Print ||_ no Labels X Close |
| | | |

6. Click OK
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Select the appropriate print criteria based on your letter. In this example we are printing letters for households that
will have their temporary eligibility expire on October 1, 20XX

A.
B.
C

Click on the check box for Eligibility Change/Expire to make it Active
Click on the Elig Expire check box to make it active
Enter the date in Before box that corresponds to YOUR expiration date. Our expiration date in our

example is October 1, 20XX so we enter 10/2/20XX since October 18t is BEFORE 10/2/20XX

Select Bulk Change from the Elig. Reason drop-down menu. This ensures that we will only print letters
for households that are due to expire because of the 30 day carryover provision.

District Letters

—Apphcation / Venfication ﬂu:uh—f__]‘lnanti\ra— —Eligibility Change/E :pim—F_I
& Application Result Ftelgrinl z;“;n;;uc" After - I"|Elig Change ™ |Elig Expire
C FirstVerification Notice = _  And | After Before
" Second Verification Notice Printed Before | j |1 0f2f20 j
L & Or
= Verification Pesult

1] Page 2| E

Elig. Beason
@) [Bulk Change (* Onk

Sort ! E [ Status I_
By |H|:|us ef (Letter per Family] - '

~) " Exclude
I|"Q"""'\:l
D

'7_! Active Accl.

Erom | 0 | ToT99939s | Letter Includes Students with:
W Active Status Onlby

& Settings | &P Sample [ £ Select Letter to Print | L Print | ™ noLabels X Close |

! F ! G
E ligibility Expiration Ehgitility Expiration: elig_exp.rtf

Camplete Letter 2: 0 Err: 0 - |

E.
F.
G.

Set your Sort option

Select or modify your printer under settings
Click on Print

O Step completed
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Step 16.

Recalculate Eligibility

ocording to Your Computer Today Dabe 15!

12z
13 this Date Cowrsct (¥JN) 7

e

x|

For Districts that are using Automatic Eligibility Expiration, the
prompt to expire will automatically appear upon entering RIGHTrak
for the first time on the date specified [_the date on the left side is

just an EXAMPLE date)

This step expires all of the carryover temporary eligibilities from the previous school year.

For Districts using Manual Expiration follow these steps:

From the RIGHTrak Desktop
1. Click on Maintenance
2. Click on Process Temporary Eligibility Expiration

S| RIGHTrak Ver. 11204

b Sale\\\‘
=

Banking  Enfry

Va

ey |

REVENUE CON1

Backup
Diskette Processing

Rebuild Indexes

External Command to School
Change School Number
Export Schools Table

Print End of Month Reports

File Administrator YearEnd UserTools Window Help

>

3

800-247-3061 |

Process Temporary Eligibility Expiration

Export All Students
FR Bulk Changes
Print User Cards
Print Custom Labels

Move Day
Repair General Ledger

Manual Balance Load / Keypad Export
View/Clear Balance Load Error Log
View/Clear Balance Exist Log
View/Clear Keypad Export Error Log
View/Clear Stdltems Export Error Log

Manual Process of Schoaels POS Items Data
View/Clear Schools Items Data Error Log
Manual Process of Schools GL Data
View/Clear Schools GL Data Errar Log

Force Shut Down
Get Net Dir

= =1
= =

Overlay  Export

(E=8EoN =X

T o
ustom Import

o
¥e0t  Kbhors  Canort

Tracks' Schedule Reminder!

The Temporary Eligibility Expiration screen will appear. All Temporary Eligibilities will be displayed. You must
change the Elig. Expire by Date so that you only expire the Households that have not reapplied for Free and
Reduced Status.

A S Fagt i B e L
P ot - w | ] pess
flemce pomesest s Lam Pl Bt infinms  Jche Change the date to match the District's
et fad | gfe= Q End Grace Period Date. For example
g 09/30/207
' - The Dates shown here are just
examples
= = i
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1. Change the Elig. Expiration By Date
2. Click the Big Q

At this point all Households with the Grace Period Expiration Date should be on Screen.
Click on the First Student in the list so they become highlighted

3.
4. Scroll to the bottom of the list or Hold the Ctrl Key down and press the End Key on the keyboard
5. Hold down the Shift Key and click on the last Student in the List this will highlight all students in the list at

one time.
[ Fompany B o =
Erre 1 S
Diwany Critarin

ﬂ rm_n_un Fmp.&numg Shudem|D EJMH ﬂ
o e A i i

| %] Houwe 5] Sestil (- i EhgResicn |Changed On|Elg Em Duts] Hew E1.2]
A0 [=h & TFincome  |MAZR[ A0 P g Oy
4360 s ']I'_Er-:wn [t iz [P
% % meab rcome mn% b [P Clvangre Ex e
k] 5 miad (TF| i [T ﬂ'l F
1036 doy TFhncome_|mmi| pea P |
[Ell <h L) TRiincome (TR I e ] F
07 % 1 i C TFpncoma 0772 ez [P Epiabis |
1036 ad P Hr\-umu (TR T ] P
551 LAl i TRrcoma_|08a020| fEzat P
e st nE Trincome lo0nesl G <1 —|
i ]

6. Click on Expire Now
7. Click on Close

The function Recalculate Eligibility can be used any time there is a need to recalculate the system wide
eligibilities.
You may require a recalculation of eligibilities due to the following reasons:

e Change in the Government Income Table.

e Last day of grace period.

e Maintenance.

All Free and Reduced eligibilities’ rolled over from the previous year will become N’s (No Application). You should
now print Eligibility Letters to all who were disqualified due to the eligibility recalculation.

O Step completed

If you have any additional questions, please contact PCS Technical Support
at (800) 247-3061.
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Notes
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This is a school level step
Fastrak Year Start (At school)

PCS recommends that for 3 days prior that you run 3 day
ends on each day before school starts. We recommend
this to ensure that all new information that needs to be

brought into the program will carry over.

If you run into any issues PLEASE CALL US at 1-800-247-
3061.

O Step completed
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