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NON-ATTENDANCE INVOICES

Non-Attendance Invoices are invoices created on an ad hoc basis

(rather than based on attendance session fees).

Your service may wish to issue non-attendance invoices for charges

such as:

- Bonds

- Excursions

- Administration Fees
- Late Fees

This tipsheet will walk you through:

e Creating a Non-Attendance Invoice
e Adjusting a Non-Attendance Invoice
e Searching and Viewing Invoices

e Printing and Emailing Invoices

e Troubleshooting

Summary

Click on Accounts

Click on Invoices

Click on Create New Invoice

Select the Parent and click on Continue
Fill in the fields:

a. Charge Type

b. Description

c. Child (optional)

d. Quantity

e. Price Each

Gars N =

f. Check GST settings
6. Click Save
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Detailed

Invoices are created and stored within the Invoices page located within the
Accounts menu:

RBS Child Care Services - RBS Child Care Centre  Child Care ~  Processing ~  Accounts ~  Reports ~

Dashboard

Invoices

Receipts

To begin creating a new invoice, click the +Create New Invoice button.

@ Redboume Child Care Services - Red Early Leaming Centre ~ ChikdCare +  Processing v  Acoouris = Feporls »  Cually»  Progeam & Praciices ~

INVOICING @) Push Due Invoices fo redPAY () Croate Atlendance Invoice () Croate Now Imvoice () Waive Timeshee! Gap Fee.

~ FEducatr - Imoice# - Timeshest - Adusted. ~ Inwoice ~  Due ~ Toul ~  Balance - Stams ~  lsWaver? - redi ~  EmailedAt ~ z
1MV-00001059 es 10022021 1022021 75000 S als=e
INV:00001058 es 10022021 1022021 105000 s alsee
INV-00001057 Yes 10022021 1022021 £135000 [ ot Ser asee

This will open the Create Invoice window. Select a parent/guardian from the
dropdown menu and click the Select button:

CREATE INVOICE

Select Contact to Invoice

Contact

Dylan Mitchell M /
Select
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This will open the full create invoice window:

CREATE |NVO|CE [ Print Invoice After Save = I:J
Contact Info (Parent) Invoice Info

First Name Surname Invoice Date Payment Terms Due Date
Dylan Mitchell 21/06/2018 7 - Days E‘ 28/06/2018
Number/Street Suburb Status
1/671 Gympie Road Chermside Issued E‘
State: Postcode Comments
QLD 4032

Charge Description Child (Optional) Quantity Price Each Apply GST? Price Inc GST n

g o —] - - o

Total Amount: $0.00

The parent/guardian details will prefill into the Contact Info section.

The invoice date and due date will appear in the Invoice Info section. Both values
may be adjusted as required. The Payment Terms will determine the invoice due
date.

You may enter a comment if applicable. The comment will display on the invoice
for the parent/guardian to see.

Select an option from the Charge dropdown menu and add a description.
You may also select a child from the dropdown menu if you wish.

Enter the price and select whether GST is already applied or if you wish for it to be
applied on the price.

Once you have recorded all relevant details, click the Save button:
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CREATE INVOICE 0 Print InvmceAIte?
Contact Info (Parent) Invoice Info

First Name Surname Invoice Date Payment Terms Due Date
Dylan Mitchell 21/06/2018 7 - Days E‘ 28/06/2018
Number/Street Suburb Status
1/671 Gympie Road Chermside Issued E‘
State Postcode Comments
QLD 4032 Excursion to Australia Zoo 25/06/2018
Charge Description Child (Optional) Quantity .Price Each Apply GST? Price Inc GST n
Excursion E Aust. Zoo Cody Mitchell E 1 55.80 vl O u

Total Amount: $61.38

You will receive a notification once your invoice has been created:

\/ Invoice Saved Successfully

Adjusting an Invoice
For non-attendance invoices, you may adjust the invoice amount (when the

incorrect amount has been entered) by clicking the “ button:

Name + | Edue... ¥ | Invoic... | Times... ~ | Adjus... ¥ | Invoic... ~ | Due v | Total ~ | Balance | Status o i-”
g’;:r::me” INVG-00001033 No 261062018 05072018 $150.00 $15000 Issued \/ I
([;”::rximhe” INV-00001032 No 2810612018 05072013 5200.00 520000 Issued R
f;"::r:;me” INV-00001031 No 28/06/2018 050772018 $150.00 Issued Qsles

This will open the Adjust Invoice window where you may make the relevant
changes and save the invoice:
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ADJUST INVOICE - INV-00001033 o Pt |w

Contact Info (Parent) Adjustment Info
First Name Surname Adjustment Date Payment Terms Due Date
Dylan Mitchell 28/06/2018 7-Days ¥ 05/07/2018
Number/Street Suburb Status.
1/671 Gympie Road Chermside Issued -
State Postcode Comments.
QLb 4032
4
Adjust Line Child Price Original
ltem? Charge D ipti {Optie ) Quantity Price Each Taxable ltem Includes Tax  Total
8] Bond (Refundable) + | Bondfor2018 Care | Tyler Mitc = | | 1 150 $150.00

Total Amount: |

Searching and Viewing Invoices
You may search for invoices using the column headers:

Name ‘-’{ Invoic... v | Times... v

Clicking the arrow on each column will provide you with search options. You may
the select the filter option to type a keyword:

Name ac .. v | Inwoic... ~ | Times... ~  Adjus..
Dwylan Mitchell
(Parent) M Columns » 000 No
Dylan Mitchell
(Parent) Show items with value
Dylan Mitchell o, Contains
(Parent) :

Dyla
Dwylan Mitchell INV- ‘ Y rﬂ
(Parent) .

Filter Clear

Camile
Fitzsimmons INV-00001029 Mo
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Once you click the Filter button, only invoices relating to your search will display:

Name ~ | Educ... ~ | Invoic...
Dylan Mitchell INV-00001033
(Parent)

Dylan Mitchell INV-00001032
(Parent)

Dylan Mitchell INV-00001031
(Parent)

Dylan Mitchell INV-00001030
(Parent)

Dylan Mitchell INV-00001023
(Parent)

v [ Times...

No

No

No

Adjus...

~ | Invoic... ~ | Due
28/06/2018 05/07/2018
28/06/2018 05/07/2018
28/06/2018 05/07/2018
28/06/2018 05/07/2018
21/06/2018 28/06/2018

v Total oA

Balance

$150 00

$200.00

$150 00

$0.00

$61.38

~ | Status 2 e
$150.00 Issued Qs &8 :
$200.00 Issued Qs &8

Issued Q & &2 5
Issued Q & &2 5
$1.88 Issued Q& 2B

Clicking the ® button
view:

next to an invoice will open the invoice details for you to

INVOICE - INV-00001033 = | Adust | Pint
Contact Info (Parent) Invoice Info
First Name Surname Invoice Date Payment Terms Due Date
Dylan Mitchell 28106/2018 7-Days * | 05072018
Number/Strest Suburb Status
1/671 Gympie Road Chermside Issued il
State Posteode Comments
aLp 4032
“
Charge Description Child (Optional) Quantity Price Each Apply GST? Price Inc GST
Bond (Refundable) Bond for 2018 Care Tyler Mitchell 1 $150.00 No No
Total Amount: §150.00
] |
To clear your search filter, click the button:
Name v | Educ... ~  Invoic... ~ | Times... ~  Adjus... ~  Invoic... ~ | Due v | Total ~ Balance v Status v = L
;”:::'x“he” INV-00001033  No 2810612018 050772018 5150.00 515000 Issued =
Jan Mitchell
(E:]”;:m)‘ © INV-00001032  No 2810612018 050772018 5200.00 520000 Issued WA
Jan Mitchell
E;";:m)‘ © INV-00001031  No 2810612018 050772018 5150.00 Issued WA
Jan Mitchell
;";:m)‘ © INV-00001030  No 2810612018 050772018 $0.00 Issued WA
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Printing and Emailing Invoices

Clicking the * button next to an invoice will download a PDF version of the
invoice. You can then print from here.

If you wish to email the invoice to the parent/guardian, click the = button.

The Email Invoice window will display:

Subject
Parent/Guardian Invoice
Body

B I US "« HH E:
Normal B AR Sans Serif %

X, X2 = T Normal s

ML
I;.'

Dear Angelica Copeland,

Please find attached your Parent/Guardian invoice. Please ensure payment is made on or before the invoice due
date.

Kind regards,

Red Early Learning Centre

You can change the subject and body of the message if needed and then click the
Send button to email the invoice.

Click to send the email. You will receive a confirmation message once the
email has been sent.

NOTE: The wording on the standard email template can be adjusted in your
setup. Please see the tipsheet called Email Templates for further instructions.
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Issue: | have created a invoice for the wrong parent/child.

Resolution: You can adjust the invoice and credit the family. To do this please
follow the steps below.:

Go to Accounts menu

Select Invoices

Once you find the invoice click on the pencil button to open in edit mode
Tick adjust line item

Change the price each to zero
Click save

S A

Once saved, the system will create an adjustment invoice showing the account has
been credited. You can create a new invoice with the correct details.
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