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DECLINED redPAY
TRANSACTIONS

redPAY Direct Debit transactions are currently triggered based off
the invoices. Once an invoice due date lapses, and the invoice has an
outstanding balance, the outstanding amount of the invoice will be
debited from the parent’s nominated account.

This tip sheet will walk you through:

e redPAY Invoice status
e Declined redPAY transactions
e Declined redPAY transaction Report

To access invoices

1. Click on the Accounts Menu
2. Select Invoices

To access the declined redPAY transaction report

Click on the Reports Menu

Select redPAY

Select declined redPAY transaction Report
Select Date Range

Download
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To view invoices
To view your invoices, select the Accounts Menu and click on invoices:
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redPAY Invoice status
Every invoice created in your system has a redPAY status. This status is listed in the
invoice grid as well as in the edit/ view invoice screens.

Invoice grid view:

Invoice # ~ | Timesh... ~ | Adjust... ~  Invoice... ~  Due ~  Total ~ Balance ~ Status w redFAY_./ &oE
NA0000 1187

Yes RoFzma a1aRme $104 59 S104.68 |ssued Processing o &£ 2 8
PR
i o Yes. 30708 01Maz0ie 3103 82 510387 |ssued Processing o A 2 B
rodPRY
WW-0000 1185 Yes 0TS ME20E S46 20 35308 Issued Mot Sent G & 2 8
V00001184

Yes 7208 0iMaz0ie 331083 531063 Issued Processing Q & =2 M
recPRY
M-00001183

Yes 3 orAna o10e2018 3367 38 536736 lssued Processing Q & 2 B
V00001182

Yes 0728 Q1a0t8 F2G7 63 $267 6B Issued Processing O &4 2 8
el PRy
NV.0000 1181 s 3072018 01082018 S110.74 £110.74 |ssued Declmed Q & 2 CH

View/ edit invoice view:
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Adjustment Info

Adjustment Date Fayment Terms Due Date

06/08/2018 0 - Days A4 06/08/2018
Status redPAY Status
Issued L4 Processing L

Comments

An invoice can have only one of the following statuses at any given time:

Not Sent - this means that the invoice has not yet been sent to redPAY for
processing. This may be because the invoice due date has not lapsed, there are no
outstanding funds on the invoice, or the parent does not have an active redPAY
account

Processing - the means that the invoice has ben sent to redPAY, but the
transaction has not yet completed processing. For payments made by credit card,
the outcome of the transaction is known o the same day the transaction is sent to
redPAY. For payments made via a bank account, it can take 4 business days or the
transaction to process before the outcome is known.

Processed - this means that the funds were successfully debited from the parents
nominated account and a payment has been created in your system.

Declined - this means that the transaction dishonoured, and no payment has been
created in your system. If you have nominated to have the dishonour fee passed
onto the parent, a redPAY dishonour fee invoice will also be created against the
parent’s account.

You can filter the invoice table according to redPAY status. To do this, click on the
column heading to sort according to type.

Alternatively, you can also click on the drop down arrow beside the ‘redPAY Status’
heading, select filter, and then type in the status and click filter:
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Is Waiver? -~ redPAY ... 45.&’-:

M Not Sent
. or=E M Columns > |2

YeE, kot Sont o

mq

.| Show items with value that:
TEeE

e Contains v

o

Me “ Clear

[ Mot Sent o

Declined redPAY transactions

[é]
Hknmmy%@é'%"

When an invoice is in the status of ‘Declined’, this means that we attempted to
debit the funds from the parent's nominated account, however the transaction has

dishonoured.

When an invoice is in the status of ‘Declined’, it will not be triggered for processing
again until the invoice has been reset.

To reset a dishonoured invoice, click on the Reset redPAY status icon in the far-
right hand column of the invoice grid.

C This icon will only be present for declined transactions.

Invoice... ~ Due

310772018

171072018

04/07/2018

0110872018

191072018

0810772018

v | Total ~ Balance v | Status v  redPAY...
S110.74 511074 Issued Declined
S110.69 $11069 Issued Processing
384.01 38401 lesued Declined

You will then be prompted to enter a new invoice due date.

Remember that the invoice will be sent to redPAY the next business day after the

invoice due date.
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Reset redPAY Status x

Invaice Due Date:

01/08/2018

Once you have specified the new invoice due date, click on the reset button.

The invoice status will then be updated to ‘Not Sent’ and will be sent to redPAY the
next business day following the invoice due date if there are still funds outstanding

against the invoice.

All declined transaction statuses are recorded against the invoice that has
declined. Hence you can view each time the invoice has declined and when the
invoice due date has been reset.

The declined transaction history can be viewed from the view/ edit invoice screen:

ned | ran

Transaction Outcome Date
D20a2Ma
101072018
194072018
19072018
NOTR2NE

Transaction Outcome
Declined
Dedlined
Declined
Declined
Declined

Re-set Invoice Due Date

19072018
23072018
18072018
180TI2018
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Declined redPAY Transaction Report

To access the declined transaction report select the Reports menu and click onto
redPAY
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You can select the Declined RedPAY Transaction Report in the drop down list:

REDPAY REPORTS
1. Select Report

Sslect Report
[ setect.. N
| a

Select ..

Direct Debit Request Form

redPAY Direct Debit Status Report

redPAY Bank Deposits Report

redPAY BPay Payment Cards Report

Payments Received via redPAY

Click Download.

This report will download as a CSV document.
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