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REFUNDING A BOND

Services may create bonds as a holding fee when parents join the
center. When the family finishes with the centre services can
refund this bond. When the bond is refunded it will apply a credit
to the families account.

This tipsheet will walk you through:

e Refunding a bond
e Troubleshooting

Summary
1. Click on Accounts
2. Click on Invoices
3. Find the Bond Invoice in question
4. Click on the pencil in the right corner
5. Click on Adjust Line Item box in the right side
6. Change the Price Each back to zero
7. Save
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Detailed

First, you need to find the bond invoice.

Click on the accounts menu and select invoices

® Redbourne Child Care Services - Red Early Leaming Centre  Child Care ~  Processing ¥ Accounts ~

Home Dashboard
DASHBOARD Invoices
|  Receipts
Children In Care | e-Signature Entries = Parent Feedback (1) Refunds
Bad Debts

You may search for invoices via the column headings.

|Nava Invoice # ~ | Timesh... v | Adjust... v | Invoice... v

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

INVOICING

Name ~ T Educator ~ | Invoice # « | Timesh... ~ | Adjuste... ~ | Invoice ... v | Due v

Letty Jones (Parsl 40000102 Mo 27082018 28/05/2019
m Columns 3

Letty Jones (Parel Mo INV-D0001021 06/05/2019 06/05/2019
Letty Jones (Parel how ftems with val t INV-00001020 06/05/2019 06/05/2019
Letty Jones (Pare Contains W INV-00001019 06/05/2018 0B/05/2019
Letty Jones (Parent) N | letty 06/05/2019 06/05/2019
Letty Jones (Parent) IN Clear 09/04/2019 09/04/2019
Jennifer Griffith

Enniier s INVEOOOUTOT? ves 0/04/2019 091042019

(Parent)

Once you click the Filter button only invoices relating to your search will display:
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INVOICING (© Push Due Invoices toredPAY () Creale Attendance Invoice ) Create New Invoice:
Name ~ | Educator ~ | Invoice # ~ | Timesheet  ~ | Adjuste... ~ | Invoice ... ~ | Due ~ | Total ~ | Balance ~ | Status ~ | redPAY ... & s
Letly Jones (Parent) INV-00001023 No 27I082018 290052019 525000 525000 lssued Mot Sent als|s|a|m| =
Letty Jones (Parent) INV-00001022 o INV-00001021 061052019 061052019 (5200.00) Issued Mot Sent IPAIEIE]
Letty Jones (Parent) INV-00001021 HNo INV-00001020 061052019 06/052019 520000 Issued Mot Sent FANEIE]
Letly Jones (Parent) INV-00001020 Ho INV-00001019 061052019 06i052019 (50.00) Issued Hot Sent afs]a]2]m
Letly Jones (Parent) INV-00001019 o 061052019 06i05/2019 5100.00 55000 Issued Hot Sent ale|a]2]m
Letly Jones (Parent) INV-00001015 Yes 0910472019 0910472019 5204000 5204000 lssued Mot Sent als[o|m
Letty Jones (Parent) INV-00001016 Yes 041042019 04042019 5348000 5348000 lssued Mot Sent G
Letly Jones (Parent) INV-00001014 Ho INV-00001013 12032019 12032019 (50.00) Issued Mot Sent ANEIE]
Letly Jones (Parent) INV-00001013 o 121032019 12032019 $100.00 $50.00 Issued Hot Sent afsja]2]m
Letly Jones (Parent) INV-00001011 Yes 12032019 1200372019 $11,640.00 51164000 Issued Hot Sent RER
Letly Jones (Parent) INV-00001008 Yes 081082015 08i082018 5120000 5120000 Issued Mot Sent ali[=|s
Letty Jones (Parent) INV-00001005 HNo 05/072018 0900772018 522000 522000 Issued Mot Sent PANIEIE]
Letly Jones (Parent) INV-00001004 Ho 0410772018 04072018 10000 Issued Mot Sent als|a|a|m| .

e - oM 1-13 of 13items

Once you find the invoice which relates to the bond click on the pencil button to
open the invoice in edit mode.

Tick adjust line item and change the price each to zero then click save.

Adjust Line Child Price Includes  Original
Item? ICharge Description (Optional) Quantity Price Each Taxable Item Tax Total
o Bond (Refundable) + | 4weeks bond . 1 250 5250.00

Total Amount: |

Once saved the system will create an adjustment invoice showing account has been
credited.
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Troubleshooting

Issue: | am having trouble finding the initial bond invoice. What would you
recommend?

Resolution: The Bond invoice will always be created against the primary guardian’s
name. There are 3 ways to find the invoice:

1. Print a parent/guardian statement. Make sure you change the dates back to
when the child started and view the invoice transactions.
2. Run a bond report. Reports - Financial — Invoice Transactions.
a. Select Parent
b. Select Charge (what charge you used when creating the invoice)
c. Select Date (date back to when the family started care)
d. Click download

This report will show you each invoice created under that charge along with any
adjustments made.

3. While in accounts - invoices, open the filters on the Name column and enter
either the first or surname then click filter. When the results display go back
to the oldest invoice created and view each invoice.

Issue: The child has changed primary guardians since they began care and there is
no bond invoice for the new guardian. Where can | find it?

Resolution: The Bond invoice will still be against the guardian which it was created
for. Follow the options above and search using the old primary guardian’s name.

Issue: | created a bond for 2 children and need to refund only 1 child what do | do?

Resolution: If the charges are on the same invoice, you cannot adjust the invoice
twice
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