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REFUNDS

A refund is usually created when a family is leaving and their

account is in credit.

Do not create a refund if the family owes you money.
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NOTE: Once this has been created it cannot be removed by yourself.
If you have created one by accident, please contact the support

desk via email for further assistance.
This tipsheet will walk you through:

e Create a refund
e Viewing and Searching for refunds
e Troubleshooting

Summary

1. Click on Accounts

2. Click on Refunds

3. Click on Create New Refund button
a. Select Contact
b. Can change refund date

Enter amount

If you wish enter a comment

Click Submit
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Create a new Refund
Click Accounts menu and select Refunds

Redboume Child Care Services - Redbourne Child Care  ChidCare =  Processing ~  Accounts =
i Dashboard
Invoices
DASHBOARD S
Refunds
Work Centre Eaa Datts
Welcome to your Work Centre. - _
Inviicing History

Click the Create New Refund button and the following window will be displayed:

Contact: Refund Date: Amount:

v l 3140372021 0 B

Comments:

Cancel Submit

You must select a Contact, Refund Date (select a date from the calendar) and enter
a refund Amount before you can select the Save button to save the refund details.

NOTE: The refund “Amount” you enter must be greater 50.00

You can enter a comment in the Description field to remind you why the refund
was made.

Once you have entered the details, click the Save button to save the refund details.
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Searching and viewing refunds

Viewing
From the list of refunds, click the ¢ View button for the refund:

REFUNDS

Limit To:

Mame ~  Educator ~  Refund # ~  Refund Date ~  Amount ~  Staus ~ s 8
Emen Buck (Parsnt) REF-00001002 w201 55000 153U80 -
Letty Jones (Parant) REF-00001001 w2021 515000 tssusd 5

20f2

A window will be displayed containing the refund details.

Refund REF-00001001 x

Contact: Refund Date Amount:

Letty Jones 09/04/2021 -150

Comments:

family has left, refunding credit.

Cancel

Searching

The list of refunds may become long; however, apart from browsing through the list,
you can change the view so you only see the refunds that you are interested in by
applying one or more filters.

For example, to see all the refunds with the word “Tyler” in their Contact Name:

Click onthe ~ Down Arrow button in the Contact Name column header.
Click on Filter to display the filter details
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Name Q Refund # ~ Refund Date ~  Amount i

Tyler Allshouse (Farent) Y2016 75,

. Sort Ascending
Celina Abdullah (Parent) Y2016 310.

Clicking this button

displays the menu for the |—
Contact Name column. Show items with value that:
Contains

Sort Descending

M Columns .

Tyler
Enter the text and select /
the "Fifter" button. Clear

Select Contains from the list of filter options.

Enter the text “Tyler” (it doesn’t matter if you enter the text in upper, lower, or
mixed case).

Click on the Filter button to display the records that match the filter.

REFUNDS

Name efund# ~ Refund Date ~ | Amount ~ Status ~ @

Tyler Allshouse (Parent) REF-1002 011122016 $75.00 lssued / Sy :
2] “ n 3 [l / 1-1of 1items

When a filter is applied, the Trash
The white background indicates a can button is displayed in red. LETEEE || BEVED
filter has been applied to this column.

The filters are remembered, which means if you close the window, the next time
you open the Refunds window the filters will still be applied to the list of refunds.

To clear the filters, you will need to click the button to clear all filters from the
menu headings.
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Troubleshooting

Issue: | have created a refund for the wrong amount.

Resolution: The refund needs to be removed, however refunds cannot be removed
by your service. Please contact the help desk via email to have the refund
removed. Once removed you will be able to create a new refund for the correct
amount.

Issue: The refund | created has put the parent further into debt.

Within the software refunds were designed to take money off the account,
therefore we see this happens in 2 situations:

1. The refund amount was more than the credit amount
2. The parent was already owing money

Resolution: The refund needs to be removed; however refunds cannot be removed
by your service. Please contact the help desk via email to have the refund
removed. Once removed you will be able to create a new refund for the correct
amount.

Issue: The refund isn’t showing on the parent account

When creating the refund, you may have accidently selected a contact
instead of parent.

Resolution: The refund needs to be removed; however refunds cannot be removed
by your service. Please contact the help desk via email to have the refund
removed. Once removed you will be able to create a new refund for the correct
amount.
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