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● How does the reconciliation work? Individual schools or a central finance 
office?

● How often do you reconcile?

● Do you need specific transaction tracking or daily deposits only?

● Do you use General Ledger Codes?

What is your process?



COMMON 
QUESTIONS

● When will I see the funds from a 

transaction?

● What are all of these dates and 

why are they different?

● What does it look like on the bank 

statement?

● What reports do I use to compare 

my sales to my bank statement?

● Where can I find the G/L report?



When will I see the funds from a transaction?

There are 2 types of transactions Credit/Debit Card and E-Checks (ACH).
Each type has a different timeline for payment. 

What does “ACH” mean?
● Automated Clearing House. 
● Nationwide, it is the process used between banks to move money. 
● In MySchoolBucks, it means a transaction is paid by E-Check. 



Card Schedule

Payment made day 1

Batch day 2

Deposit the next business 
day



Card Schedule

Payment made day 1

Batch day 2

Deposit the next business 
day



Check Payments Funding ScheduleCheck/ACH Schedule

Payment made day 1

Payment Processing 
takes 5 business days

Deposit the next business 
day



What do all of these dates mean?
● Payment Date 

○ This is the date the user made the payment on MySchoolBucks.

● Batch Date 
○ Day 2 for Card Payments: This is the date that the payments for the 

prior day were totaled and the funding was sent to your bank.
○ For eChecks the Batch Date on MSB is the Deposit date.

● Deposit Date 
○ Day 3 for Card Payments: This is the day the payments posted to 

your bank account. 
○ For eChecks the Batch Date on MSB is the Deposit date.

● Download Date or Confirmed Date
○ This is the date the payment was posted to the student’s

lunch account in the cafeteria.



How does the bank statement look?

When you are looking at credit card payments be sure that you include the last day of the previous 
month in your MSB report. 

○ On your bank statement they will look like:
HEARTLAND PMT SYS TXNS/FEES (6500000xxxxxxx)

When you are looking at e-check payments, be sure you are looking 5 business days out from when 
the parent made the payment in your MSB report.  

○ On your bank statement they will look like:
Heartland ACH FUNDS (batch number)



xxxxxxx

xxxxxxx

xxxxxxx

xxxxxxx





What do I match my bank statement to?

Batch
Report
Summary



Batch Report Detail



Deposit Reconciliation Tool 



Deposit Reconciliation Tool 



Batch Report Detail - Pivot Table



The G/L Transaction Report is grouped by G/L 
account and lists amounts by gateway and date. 
It also includes a total of amounts summarized 
by G/L Account.

How do I know which G/L Accounts to fund?

G/L Transaction Report



What to consider when 
the report numbers do 
not match your bank 
statement. 

● Are the dates being selected off?
● Cash/check payments are not on 

batch reports because they are 
manually deposited outside of MSB.

● Meal payments taken at POS will not 
be not on MSB

● Check your user settings: Do you 
have access to the appropriate 
gateways, school assignment and 
guest checkout sales?

● Chargebacks or Returned Checks
● Is it too much or too little?
● What is the dollar amount? 
● Does it look like a meal payment or a 

store/invoice payment?
● If the amounts are still off, contact 

support: 1-800-803-6755



FEEDBACK 
& 

QUESTIONS
What options would make Reconciliation easier?

What challenges do you face when Reconciling with 
MySchoolBucks that was not covered today?

Are there any features that you need that are not 
currently available?

Is a particular format needed for reporting? Anything else you would like to 
know about Reconciliation?





Is the deposit too little or too much?
● If the deposit is too little:

○ If it is too little, run the Batch Report (Detail) for that day and choose “Show All Fees” at the very 
bottom of the options page. This will show the payment on account as well as any fees charged 
for each transaction.

○  On the far right, it will have the column “Deposit Amount.” This reflects what we send to the 
district bank account.  

○ This same total (not the break down) will show in the Deposit Reconciliation report. 
○ Did you run a refund during the time in question?

● If the deposit is too much:
○ Run a batch report for only e-checks to see if you got a payment that day. 
○ Did you win a chargeback? If so, we would deposit the money back to your 

bank account. 
■ Before there is a chargeback, make sure the notifications are going to the correct people. 

Contact MSB Admin Support to get that updated: 1-800-803-6755
■ Additionally, you can sign up for InfoCentral and follow Chargeback progress there. 



What is the dollar amount? 

Does it look like a meal payment or a store item/invoice payment?  
Remember: Meal payments taken at the POS are not in MySchoolBucks. Check 
to be sure the meal balances are correct.

Is your access correct?

If it is a store item:
Are you seeing all of the sales? How are they reported? 

If it is an invoice:
Do you take payments in person? Was the correct payment method attached?  
Remember: Checks and cash taken in person are not processed within 
MySchoolBucks and will not show on the batch report. 



● Reports: Do they meet your needs? 
○ Navigating different ways to the same information (Reports Dashboard, Customized 

Reports)
○ Payments vs Batches

● Do you have all the tools you need?
○ Bank statement
○ MSB Batch Report (summary) or Deposit Reconciliation Report
○ POS settlement
○ The correct role with access to all of the transactions (if you have a specific school and the 

product does not Prompt for Student, those payments will not appear in your reports)

● Before there is a chargeback, make sure the notifications are going to the 
correct people. 

○ Contact Admin support to get that updated: 1-800-803-6755
○ Additionally, you can follow Chargeback progress in InfoCentral


