
Online Tutorial: Staff Lunch Invoice

Follow these steps to create invoices for all staff members with balances on their 

lunch accounts.

Step 1: From the start page, select Staff in the left 

navigation bar.

Step 2: 

“balance1<0”. Click on the 

icon, and 

staff members with a negative lunch balance.
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Step 3: Select Functions under the list of staff 

members.

Step 4: Select Print a Report

Step 5: From the Print a Report page, 

select the Fees and Lunch Balance-Staff 

Invoice report. Click the Submit button.

Step 6: From the Report Queue 

Completed, then click on 

Staff Lunch Invoice

Follow these steps to create invoices for all staff members with balances on their 

in the left 

Step 2: In the Search Staff field, enter 

“balance1<0”. Click on the magnifying glass 

icon, and PowerSchool will display a list of all 

staff members with a negative lunch balance.

1

under the list of staff 

Print a Report from the Functions list.

Report Queue page, wait until the status says 

, then click on View to bring up the report.


