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Mosaic: End of Year




MySchoolBucks

e Inform Parents
o Last Day for Payments
o Refund Policy
o Reminder to disable automatic payments
o Review automatic payments

e Refunds From Mosaic
o It's best practice to deactivate the Mosaic Account prior to refunding.

e Establish Special Dates

o Special Dates establish non-payment periods

e Update Dashboard

o  This will inform help parents




Imports

Click Students.

Select Import Settings.
Locate your district nightly
import is at the top of the |

Studants > Impart Settings Search > Import Setting Maintenance

General wort Felds Key Feld: Mapgengs

import and select it. Normally, the nightly
Ist.

Select No from the Active drop-down menu.

When finished, click Save.

PowerSchool API

Navigate to Setup > Tools.
Select Scheduler Task.

Select the scheduled job for the Powerschool nightly import.
Select No from the Active drop-down menu.
When finished, click Save.
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Review - Verification

o Heartland School District

Eligibility (F&R) > Eligibility Management » Verification

General For Cause
Verification Information

Step 1: Initial Selection

e Eligibility (F&R) > Eligibility Management > Verification =~ ==
o Make sure it was Completed, if not - click “Complete Verification”
e Pring Verification Collection Reporting and Archive

w

tep 2: Manual Changes (Optional)

Eligibility (F&R) Step 3: Completion

n ﬁ Verification was completed by Duane. Miller@e-hps.com

n ﬁ on 11/15/2022 10:05:43 AM
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Account Balance Notification / Refund Process

e Create and send end of year letters to parents

o Transfer funds to siblings

o Send home a refund check of funds left in account
e Great to use for graduating seniors
e Students > Student Letter Setup

o Create your letters

e Reports > Student > Student Letters

o  Email or print your letters




End of Day > Close Day

e All cashiers are reconciled
o End of Day > Reconcile Day

e All open days are closed

o End of Day > Close Day

e Ensures all sales reports are accurate




Site and Grade Progression

Setup > Initial Setup > Student Grade Search

e Setup > Initial Setup > Student Grade

e Setup > Initial Setup > School

o Close Year (Tab)
o Set the graduating grades site advancement
o |E: Grade 6 Elem to MS OR Grade 7 MS to HS

e Student Import
Will correct this K&
data.

o B W N = X

Setup > Initial Setup > School Search > School Maintenance - Adams Elementary

Add Student Grade
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Close Year Report

e Utilities > Close Year / Start Year > Close Year Report
o If changes are necessary revert to the prior steps

Utilities > Close Year / Start Year » Close Year Report
Report Type
School Group
School

Display Type :

Display Report




Close Year Execute

e Utilities > Close Year / Start Year > Close Year Execute

Wtlities. > Close Year / Start Year > Close Year Execute

o 1 - First Day of Schoal 3 - Carryover Period Actions

1 - First Day of School

Utilities > Close Year / Start Year > Close Year Execute

2 - Close Yesr Action

Set Your Carryover Period Expiration Date and Select Actions:

Update Your First Day of School to Proceed:

Current First Day of School

First Day of School:* 8/29/2022

o—©0

1 - First Day of School

2 - Close Year Action

Select Your Close Year Actions:

Warning! This process is irreversible and should be run after ALL

Manager's work is complete for the School Yeart

w the End of Year

You may only run this process once! Please re:
Documentation before proceeding.
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Mosaic: Start of Year




Start of Year - Tasklist

e Utilities > Close Year / Start Year > Tasklist > Start of School - System Setup Tasklist

Ut > Closs Yekr / STt e > Tushlie ) Taikiba madminasos




Start of Year - Tasklist

e Managers/Cashiers open the POS at their school
e Does my POS have internet access?

e Updates will include

o New students
o New menu board layout

o New menu item pricing

e Check pin pads/scanners




End of Year / Start of Year - Resources

e https://help.heartlandschoolsolutions.com/s/article/Mosaic-POS-End-of-Year-Inst
ructions

e Utilities>Close Year/Start Year> Tasklist

o Check the boxes as items are completed

o Items will be dated and time stamped with completion



https://help.heartlandschoolsolutions.com/s/article/Mosaic-POS-End-of-Year-Instructions
https://help.heartlandschoolsolutions.com/s/article/Mosaic-POS-End-of-Year-Instructions




