MSCHOLASTIC

PAYMENT SYSTEM
QUICK-START GUIDE

BEFORE THE FAIR

1. SET UP THE EQUIPMENT WE'RE HERE TO

1. Turn the register upside-down to plug in the power cord, cash drawer, and H E Lp I

USB-powered scanner. Then plug the other end of the power cord into an outlet.

2. Press and hold the power button in the upper right corner until the green light
illuminates

3. Enter PIN 999999
(If prompted, use ACCOUNT ID: 100010 | USERNAME: bfc | PASSWORD: 12345678) p
ayment System

4. CONFIRM your school information and tap DONE Help Line at
877-245-0903
(M-F, 7am-7pm ET)

CALL

our dedicated

2. CONNECT TO THE INTERNET

The register is an Android tablet that can connect to the Internet in two ways:

o Cellular: It will automatically connect to an AT&T or T-Mobile network, just like a DOWNLOAD
smartphone the Scholastic
Payment System
User’s Manual at

s-bf.com/payguide

o Wi-Fi: You can choose to connect fo your school’s Wi-Fi or another available Wi-Fi

If the current cellular service is weak, switch to the other provider:

1. Tap the WHITE CIRCLE in the bottom black toolbar to navigate to the main desktop
2. Select the BLUE CLOUD icon to access the AirLink app VIEW FAQS at
3. Tap the SWITCH NETWORK button Sl et ROk O ey

If both cellular services are weak, switch to Wi-Fi:

1. Swipe down from the top of the screen to display the settings menu SCAN HERE
. : , to WATCH
2. Swipe down a second time fo expand the full settings menu
step-by-step
3. In the top row, tap the Cellular icon to turn it OFF tutorial videos

4. Tap the Wi-Fiicon to turn it ON and choose an available network or scroll down to
select ADD NETWORK

3.HOW DO | KNOW IF MY REGISTER IS ONLINE?

To verify that you have an Internet connection, tap CHECK SHARE THE FAIR BALANCE
on the SALES screen. If your balance displays, your register is online.

If your register is offline, use these resources to get detailed help on connecting fo the w

Internet: s-bf.com/connect-white | s-bf.com/network-trouble *
MSCHOLASTIC

BOOK FAIR



AFTER THE FAIR

CLOSING OUT YOUR REGISTER

Do not close out your registers until your Fair has ended. You cannot complete any sales after all registers have
been closed out.

After your Fair has ended, ensure each register is connected to the Internet, then:

1. Tap CLOSE FAIR

2. Tap OK to confirm action

3. Tap DONE once the upload is complete

4. Repeat for all registers, including any registers you did not use

IMPORTANT: Be sure to remove all cash or checks from the cash drawer before packing up, and deposit all funds
into the school’s bank account.

UNABLE TO CLOSE YOUR REGISTER?

Don’t worry, a payment system specialist will complete this when it’s back at the warehouse. Before packing up your
registers, run the Financial Summary report on each one to capture all of your school’s sales:

1. Choose REPORTS and tap FINANCIAL SUMMARY REPORT
2. Select PRINT to keep these reports for your records

3. Within two weeks, you’ll receive an email when your Financial Form is ready to be completed

SUBMITTING YOUR FINANCIAL FORM

After all registers have been closed out, you'll receive an email with your Financial Summary report letting you know
your financials are ready to be completed in the Host Hub (scholasticbookfairs.com/hub).

TROUBLESHOOTING

If your scanner is unresponsive or slowly loading a long From the SALES screen, select COMPLETED in the top
string of numbers, use the troubleshooting tips to resolve menu. Tap the specific tfransaction to be refunded and
your issue at s-bf.com/scanner. choose REFUND on the right panel.

* Confirm there is paper in the register and it has been
loaded correctly-with the end feeding from below.

* From the Home screen, tap FAIR INFO to ensure the
number of receipts to print is not set to zero.
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