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System & Security

Site Setup

-Inance Preferences

Curriculum
Management

Online Enrolment

Finance

-iInance Options

Party Invoices (Quote, invoices, payments, Refunds and
credit notes)

Course form payments
Payment options for bulk enrolments

Smart Fees
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Finance Hub

Student Life Cycle

Additional Features
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System & Security

Site Setup

] To be able to create quotes, iInvoice and payments with the
management System

2 To be able to create and link a smart fee library 1o a course

3 To understand how to setup payment options for a course

4 To understand how to access the Finance Hub

Finance

Student Life Cycle

Additional Features
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Finance

We are today talking about Finance within the Student Management System
The SMS Is not a finance system, it's focus Is student data

The SMS allows the tracking of financial aspects of student data, e.g. Course and Tuition fees,
expenses etc.

We have specific finance integrations for more complicated financial management

==
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Finance Preferences

To make use of the finance features you must configure your system to allow finance

Allow Agent Commission Invoice Logo: I'ECIdYtECh
Updates:

Allow editing of exported

. . Invoice Template: Plus Invoice
INVOICES:

Avatlable on Fortal- Automatic SmartFees:

L Payment Due Terms (Days): 14
Biller Code: L Ll
Credit Hote Humber Scheme: g p Gt o
. . ayment Gateway:
Hide Cancelled Invoice L :
Documents on Portals: )
: i Payment Template: Plus Receipt

nclude Enrolment 1D:
Pronto Debtor Prefix:

Prepare Invoices Hightly Job: Quote Template:

Exports - Trading Hame: Income Account (Bank
Account):

voice Type: t voi o ] .
nvoice Iyp Item Invoice Receivable Account:
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Finance Options
Options

. What are you taking
Determine what processes you paymentfor?
need to use according to the
ﬂOW ChOrT One off item

(e.g. hoodie, textbook,
field trip)

Enrolment

Do you want to take a
payment on a Course

Generate Party Invoice

Form?

Yes

Process Legend

Payment Option

Manual Smart Fee

No

Are you taking the full
payment at once?

Yes No

Course Form Payment Enroiment Type
Bulk Individual

. readytech

Type of enroiment

Individual

Individual Avutomatic Smart Fees
-and-
Bulk

'
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What are you taking
payment for?

One off item

Party Invoices i

Enrolment

Do you want to take a
payment on a Course
Form?

Generate Party Invoice

Yes

Process Legend

Payment Option

Manual Smart Fee

No

Are you taking the full
payment at once?

Yes No

Course Form Payment Enroiment Type

Bulk Individual

Course Form Payment

. readytech

Type of enroiment

Individual

Individual Avutomatic Smart Fees
-and-
Bulk

'
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Party Invoices

Two basic processes
1. Quote > Invoice > Payment > Refund

2. Invoice > Payment > Refund

Invoice Payment
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Party Invoices

Line items are entered below

Enter high level information above This detailed information must be accurate for
persen New Quote spencer smith (00020006) your fannClOl STOTemenTS

AL Profile
Bl Create Quote
= Compliance
Career /Employment To Soencer Smith *Quote Number
rJ;'rrE Oint MIZAN2-10
= Enrolments (271 fougiE e -l U “Date 100353023 -
- Target &
5 Enrolment = o Due Date S
# Certificates @ 311372023 = Amount Sub Total
$ Finance Provide First Aid (First Aid April) / ENREAD_ » Quote Template Defauls Q. x & Oty Lime Item (Excl. tac) %% (imcl. taoc)
Internal Reference Exported
otes 3 .- i — i & & 1 TEM N =TT Fr i 12EM N
B Ow Tuition Fae . F - Tuition - - 200 3L S P == = 250.0 a
Category "
B Invoices Enabled '
Invoice IDs
& Payments N 4+ Hew Line
I Panding f
B Accounts Description
S Balance:  50.00
B Schedule Total Tax: $0.00
B Motes 7 Checidists (20 + .
Total Including Tax: $1,250.00

B Email

Paragraph System Font 10pt
TE.“S g - - p i cm ME
ﬁ .: ] ¢ . LE]

¥ Bd @ «
B — L % x Q

|=
I
o
—_
Iz
th
1y
i
ihl
]

(]
i
i
il
S

@ Documents | 14

W Letters & Forms

B Feedback Forms Tax Sub Total

Oty  Line ltem % Amount  {incl. tac)

X Applications

ik
T
i
3
m
[
i
ul
1]
m
oA p
[
n

Tuition Fee X oy TF - Tuition x ¥

AR Groups (O

+ Mew Line

% Admin -
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Party Invoices

To accept a quote, update the status fo
approved

Quotes spencer smith (00020006)
+ NE"L'."

Search

Qo

Search Results

Description Course/Group Amount Tax  Total Status Date

Quote 2023-02-07 QUOTEDDD02 Spencer Smith 51,150.00 50.00 51,150.00 71212023 @ -

Quote 2023-03-10 QUOTEDDD14 Provide First Aid (First Aid April) / ENREADD 26 $1,250.00 S0.00 51,250.00 1073720

B Create Invoice

X Downlead (PDF)

i Delete

readytech

To invoice from the quote

Description Course/Group Amowunt Tax  Total Status
Quote 2023-02-07 QUOTEXDNZ Spencer Smith $1,150.00 50.00 51,1%0.00 TI272023 @E’; e
Quote 2023-03-10 QUOTEDMN14 Provide First Aid (First Aid April) / ENREADD126 $1,250.00 S0.00 %1,2%0.00 100372023 (4 -

Create Imwoice

X Download (PDF)

i Delete

Review the detaills, then create the new invoice

Party > Smith, Spencer > Create > Invoice

M Create | X Cancel

nvoice Template:

Flus Invoice &

Tax Invoice

To: Smith, Spencer ReadyTech Education

% ELIZABETH STREET 3% Saunders Street
MELTOM 50UTH, Victoria 3338 Pyrmont, Mew South Wales 200%
0455968635 ABN:

geEmMma. cameron+spencersmith@readytech.io

Invoice Humber: *|nvoice Date: 10032023

Quote Humber:
Payment Due Terms 14
Internal Reference:

Biller Reference:

Purchase Order ID:

Category:

e

*Delivery Method: Mail 4
Status: Active A

r

Description:

ReadyTech Education




Party > Smith, Spencer > Create > Invoice

Party Invoices

Tax Invoice

To: Smith, Spencer ReadyTech Education
9 ELIZABETH STREET 35 Saunders Street
MELTOM 50UTH, Victoria 3338 Pyrmont, Mew South Wales 200%
0455968635 ABM:

gemma. cameron+spencersmith@readytech.io

Invoice Humber:

*Invoice Date: 10v372023 =
Quote Humber:
Payment Due Terms 14
Internal Reference:
Biller Reference:
[ ] [} [ )
Enter detaills, then line items
/

Category: b= *Delivery Method: Mail 4

Person Status: Active &

Invoices Spencer Smith (00020006)

Description:

&= Compliance

3 54,380.00 54,380.00 S0 S0 S0
Bl Career/Employment
umber of Invoices Total Invoices Total Payments Total Qutstanding {on-Deferred Tota :-%"—. ed Tota
s Enrolments (277 Cutstanding Dutstanding
# Certificates (1 A v 2 B I YU & = = = = Pparagraph System Font 10pt
Search

$ Finance ¥ 0O O = i = S R B @ o i3

/B — L X x* Q)

Tax Sub Total Expected Confirmed

(Excl. tax) Tax % Amount (ncltax) Het Net
Search Results
1 Tuition Fee x 4 TF - Tuition x & = 1250.00 GSTFree A 1250.0 Q@
Bal - 50.00 +
$ Balance Course/Croup Invoiced Paid € Deferred
Total Tax: 0.00
B Schedule 8/2/2023 NVREAQO001 Smith, Spence Active  $1,350.00 51,350.00 50.00  $0.00 ®% - s :
Total Including Tax: %1,250.00

=]
i!

[l
1]

Il Motes / Checklists (2 4 8/2/2023 NVREADOOQ2 Smith, Spen Spencer Smith Active  $1,350.00 5$1,350.00 50.00  $0.00 ®$ -

M Create | X Cancel
i Email 20/2/2023 NVREADOOQS Smith, Spen Active  51,680.00 51,680.00 50.00  50.00 ®p -

=]
i!

[l
1]

[ SMs

@ Documents [ 15
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Party Invoices

Person

G Spencer Smith oo020006

L Profile

4 Profile

NOTE: A payment cannot be edited after
beiﬂg reCOrded = Compliance

Title
First Hame(s)

Double check all details before creating B Career/Employment

pOymenTS within the SMS = Enrolments (271 Surname
Middle
° ° ° ° ° ° Hﬂﬂ'bE[E.]
Ou’r.s’ron.dmg amounts will d|s.plc1y within The side  |—— 6 Australia B0 o By
HOVIQOTIOH for the pCIrTy pl’oflle #% 22 September 1997 (25) Cender
% Finance y % fiew all Email

NOTE: the same payment steps are taken for all [adaas > 15000

iInvoices generafed by different means B Schedule , Phone
throughout the system
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Invoices Spencer Smith (00020006)

= Mew

4 $5,630.00 $4,380.00 $1,250.00 $1,250.00 50

Party Invoices

SSSSSSS

Torecord a payment directly against the invoice, locate = =7 = = TIITD DO
the iInvoice

Within that line of the invoice, you will be provided with
. New Payment spencer Smith (00020006)
one or two options: )

I. The dollar sign: To record a payment within the
system that has been done externally _——

*Type:

AT A T
—e 2R
4883
= c

2. The card image: To make a payment through a
payment gateway (if setup)

readytech
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Party Invoices

Payments for an existing invoice can be taken within the Student Portal

First, enable payment for the Student Portal

Allow Payments: Payment on Outstanding Course Invoices:

Payment Gateway PayPal (PayvPal) Payment on Outstanding Service Invoices:

Payment on Course Applications:

I'eddYtECh ReadyTech Education




Party Invoices
&

i Invoices Payments

ﬁ

(B 1]

Once enabled a student can login o the portal and pay

readytech e

readytech W

Welcome Spencer Smith

Invoice List

Search: Search

Welcome Spencer! You have 0 unread documents, and 0 unread messages.

i e @

Forms Courses Services

Search Results

Access all the forms reguired for View and manage your courses,

WYOU STUdy. ncludi Ng progress and atiiendance

Imvoice Date

CoursefGroup  Descriptiolatus Imvoiced  Paid

ot A
BB ° I. 4 .' 8/2/2023 /READOOD nvoice  Smith Active  $1,350.00 $1,350.00 $0.00  $0.00 ®
Timetable Documents Chat e i _ _ _ R, .
822023 VREAQDOOZ nvoice  Smith Spencer Smith Active %1,350.00 %1,350.00 %0.00 £0.00 )]
View your schedule and access 2 Access documents made available Connect with our team through Spencer
your upcoming events for download instant messaging
20/2/2023 /READOD0S nvoice  Smitk Active  $1,680.00 $1,680.00 30.00  $0.00 ®
10/3/2023 READOO17 voice  Smith Provide First 1,250.00 $0.00 $0.00 £1,250.00 +)
$ . E. /32023 v e AL nwolce Sl it sl Active $1,250. i o 220,00 )
Finance Employer Applications AU 20
View your financials, including View your employment details ew and track your applications
25 & en
4 of 4 Fage
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Person .
Invoice invreaooo17 | Spencer Smith (00020006)

Invoice
created =

To: Smith, Spencer ReadyTech Education
r I n V I il Career/Employment 9 ELIZABETH STREET 35 Saunders Street
I I MELTON SOUTH, Victoria 3328 Pyrmant, Mew South Wales 2009

0455968635 ABM:
7 Enrolments (241 gemnma.cameron+spencerasmith@readytech.io

# Certificates (1

. nvoice Number INVREADODOTT nwoice Date: 104372023
$ Finance Period: Payment Due Terms: 14
Quote Number: QUOTEDDD 4 Payment Due Date 24032023
nternal Reference: User jobready.support

$ Balance: 5-1250.00

Biller Reference
Purchase Order ID:

= Schedule

ategory: Delivery Method: Mail

Refunds can be issued if you have

Email

overcharged a student s

@ Documents | 16

Tax Amount

1 Tuition Fee TF - Tuition 51,250.00 50.00 51,250.00

Total Tax: 50.00

Example : You erroneously create o st o

an invoice for $1250, instead of —

[ ]
$ ‘| 2 OO ° I n vo I C e 4 Profile «" Payment was successfully created.

°
p q I d &= Compliance PAYMEMT ADVICE
_ From: Smith, Spencer ReadyTech Education
] | SS l ' e O re f' ' ' I d £l Career/Employment Home: 9 ELIZABETH STREET, MELTON SOUTH 35 Saunders Street
) 0455968625

Pyrmont, Mew South Wales 2009
= Enrolments (271 gemma.cameron+spencersmith@readytech.io ABN:

# Certificates (1

2. lIssue a credit note e S

Reference:

Payment Date: 107372023

$ Balance:  50.00 Type: Payment
Source: Cash
Amount 51250.00

™ Schedule Location: Adelaide Office
Description:

W Motes / Checklists (2 + User: jobready.support
Enabled

Email

[ sMms

Oty Ledper Description Amount Paid
1

@ Documents (17

B Letters & Forms Tuition Tuition Fee 51250.00 51250.00
g Feedback Forms
X Applications
2. Groups (0 Type Source Amount Paid Balance Due
Payment Cash 51,250.00 50.00

£+ Admin

I'eddYtECh ReadyTech Education




Party Invoices

Person

A Profile

= Compliance

Very similar process to creafing a payment |t
as arefund is a type of payment in the SMS -

# Certificates | 1

B Motes [ Checklists (2 =

Key things to select to ensure its recorded as e
a refund: ahin

@rDocuments | 17

1. Type:refund g et P

g Feedback Forms

2. Due: -$ amount you want to refund £ hotcations
(always negative) o

£ Admin

3. Description (optional): Good practice to
note why a refund is being recorded

readytech

New Payment spencer Smith (00020006)

Select an Invoice

NVREAQOQOS

51680.00

NVREADDOT7

3
L'Ji ';IA
Description:
E d

nvoice fully paid

{VREADQDO?Z NVREADODO1
§1350.00 $1350.00
Invoice Humber: INVREADDDT
Invoice Total $1250.00
Paid to date: 51250.00
Deferrad 50.00
Balance Due: 50.00

51250.00

ReadyTech Education




Party Invoices

Person ] Party > Smith, Spencer > Payment Details

" Refund successfully created.

4. Profile
= Compliance PAYMENT ADVICE
3 From: Smith, Spencer ReadyTech Education
B Career/Employment Home: 9 ELIZABETH STREET, MELTON SOUTH 35 Saunders Street
Q455968635 Pyrmont, Mew South Wales 2009
= Enrolments (2/ 1 gemma. cameron+spencersmith@readytech.io ABM:
® Certificates | 1
Payment ID: PMTOOO015
$ Finance nvoice Number: IMVREADDD1T
Reference:
Payment Date: 10/3/2023
% Balance: S-50.00 Type: Refund
Source: Cash
Armount 5-50.00
M Schedule Location: Adelaide Office
Description:
B Hotes [ Checklists (2 = User: jobready.support
Enabled

Email

OF SMs

@ Documents | 18

B Letters & Forms 1 Tuition Tuition Fee 51250.00 5-50.00

g Feedback Forms

X Applications

23 Groups | 0 Date Type Source Amount Paid Balance Due
107372023 Payment Cash 51,250.00 50.00

£ Admin
10/3/2023 Refund Cash -550.00 550.00

I'eddYtECh ReadyTech Education




Party Invoices

Tax Sub Total Expected Confirmed

Tax % Amount (ncl tax) Met Het
1 Tuition Fee u & TF - Tuition x & b= -50.00 GST Free 4 -50.00 Q
Total Tax: $0.00
Total Including Tax: -§50.00
A credit note enables a balance 1o be returned to
/€10
Person .
Invoices Spencer Smith (00020006)
. Profile + Hew
= Compliance
g Carcer /Employment 5 $5,580.00 55,630.00 -550.00 -§50.00 S0

= Enrolments ( 2/ 1

# Certificates | 1
Search

You will see the same iInformation as when creating e
an invoice i

B Invoices

L] Payments

Credit notes can take a negative value

$ Balance: 50.00

Search Results

Ivoice Date w ] 2 Course/Group Descriptidkatus
Invoice Date Humber . Course/Group Descriptidikatus Invoiced Paid € B Schedule B/2/2023 NVREADQO01 Smith, Spencer Active  51,350.00 51,350.00 50.00 50,00 o $
8/2/2023 NVREAQOOO Smith, Spencer Active  51,350.00 %1,350.00 50.00 50.00 o $ Il Motes / Checklists 8/2/2023 NVREAOOO02 Smith, Spencer Spencer Smith Active  51,350.00 $1,350.00 50.00  S0.00 ®$ -
8/2/2023 NVREADO002 Smith, Spencer  Spencer Smith Active  $1,350.00 $1,350.00 50.00  $0.00 ®$ - B Email 20/2/2023 NVREADO00 Smith, Spencer Active  51,680.00 51,680.00 50.00 5000 ®$ -
0" sms Provide First Aid
207212023 HVREAGOGOS Smith, Spencer Active  51,680.00 51,680.00 50.00  50.00 & $ 10/3/2023 NVREAQQO17 Smith, Spencer First Aid April Active  5$1,250.00 51,250.00 50.00 f| 50.00 ®$ -
@yDocuments (19 EMREADD126
Provide First Aid , _ , _ - .
10/3/2023 NVREAQOO17 Smith, Spencer First Aid April) Active  51,250.00 $1,200.00 50.00  $50.00 ®$= - @ Letters & Forms 10/3/2023 o Smith, Spence Active  -550.00 50.00  50.00  -550.00 ® -
EMREADDT 26 N 5 of B 1 Page

[
I

A Feedback Forms

0 Cancel

@ Create Credit Mote

':i Reproduce POF Document
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Party Invoices

Refunding: Xero Integration

If you're using Xero integration
The process for refunds is reversed
1. Create a credit note

2. Create arefund

. readytech

ReadyTech Education
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Lets go do it!

Let's take a look af:

 Create a guote

« Create a new invoice
 Record payment for invoice
» [ssue arefund

¢ |ssue a credit note

2. readytech




What are you taking Process Legend
payment for?

One off item

Course Form S
Payment

Enrolment

Payment Option

Do you want to take a
payment on a Course
Form?

Manvual Smart Fee
Generate Party Invoice

Yes No

Ar taking the full
€ you taking the Type of enroiment

payment at once?

Yes No

Individual

Course Form Payment Enroiment Type Individual Avutomatic Smart Fees

-and-
Bulk

'

Individual

Course Form Payment

. readytech
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Course Form Payment
How to Setup/Enable

An automated email can be sent here

To take a payment on a Course Form, you
Wi” need TO: Admin can be notified here

1. Setup 3rd party payment gateway
INnfegration

2. Enable payments on Course Form

> readytech ReadyTech Education 247




Course Form Payment

You will then need to enable
payments

1. Select payment gateway

2. Select payment options
categories

3. Enable allow pay later

readytech

Edit Form
(3o [ ot

on (1 ]
(i}
Brand RT
¥ Settings
Enabled Auto Confirm Enrolmen o
Log Ootic o0 Auto Confirm Ser o
) _ Hide from Student Portal
Disable Party Data Update (i

Enable Payments [ ]
provdert i e lov Pey Later e
Paym |tZS=:|:|t'- | o

ReadyTech Education



C o U rs e F o rm I q y m e nt Course > Diploma of Accounting (Linking Smart Fees to a Course) > Create > Payment Option

cregie Cance

*Date From:

217212023

[ Course Applications - Student Portal €3
L OEP €

Logged-in users of OEP anly

Credit Card Surcharge:

To take a payment at the time of application,
add a payment option to each COURSE -_ 0

0.0 % @

o e

*Payment Due Terms (Days):

MMscount (Code): || Enabled

Additional Payment Gateway

Parameters: Scholarships: [ Enabled

Y [ L -
Name: Course application form price

Description:

Course Course > Copy Course

Add a line item/s [

ltems

Confirm Course to copy: Diploma of Accounting (Linking Smart Fees to a Course)

AVETMISS Code: FNS50222
Q Resource Manager Course Description: Diploma of Accounting
. 3 *New Start Date: s A - — | My o - — — o ;
LIS.I. :I .|.: .|. :Il rl : S New;Start Date: 21512023 123456-F| Enrolment .. x & | [ | Nooveride — v 550.00 | | I GSTFree g 250
| *New End Date: 2152024
Create Immediate 2  |nvoice To Student 2 4/ 0 days, On Enroiment Creation 4 Q@
Copy Default Enrolment Status:
Copy Documents:
Copy Event Series:
Copy Events:

Copy Include Course Forms:

Copy Integration Settings:
Copy Online Enrolment
Settings:

Copy Payment Options:

* Note can be copied when duplicating course
I'eddYtECh ReadyTech Education




Course Form Payment

Tax Sub Total Expected Confirmed

Tax % Amount (Incl. tax) Net Net

! v v = 0.00 GST Free = 0.00 o

Line ifems contain the essenftial invoice +
iInformation:

Total Tax: $0.00

Total Including Tax: $0.00

« Quantity

O Setup > Reference Data > Ledger Code Lookup

* Line items (what we are charging for)

* Ledger (important if you are exporting fo an = == ==
external finance system such as Xero)

« Subledger (if required) | e e
« Amount to be charged, tax and sub total. - e

Ledger its configurable: oo s

3 41100 Income MY OB

I'eddYtECh ReadyTech Education




Course Form Payment

readytech

Application Form

1 FPayment
Payment

Fayment Options

Select a Payment Option

When enabled, the last step of your ° o
course application will be payment i Pay Now ay Later

- (] | -_|' g i | ter Y A
ct this option if you want to pay now Select this option to pay later. An invoice wi
ye redirected to the Payment Gateway. be provided to you, or your sponsor, post

submission.

[ 5]
T [ &)

o

G Course application form price $550.00
Enrolment Fee 5550.00
Subtotal $550.00
Tax: $0.00
Total: $550.00

Back Save Pay Mow
I'eCIdYtECh ReadyTech Education




Course Form Payment

You CAN'T uses Automatic Smart fees if you wish e
to take payment within the course form g6

Offer Type:

Unit of S5tudy (Subjects):

Unit of Study Outcome: - Use Course Scope -

Please ensure you turn this oft

me:
Use Unit Scope Outcome: o ®
Element Grading:

Assessment Grading:

Assessment Method:

Hide Applications from

Portals:

WETiS:

Restrict Applications to s | O
Region: b

I'eddYtECh ReadyTech Education




Lets go do it!

Let's take a look af:
 Enable payment on a Course
e Setup payment option on a Course

« Complete an application to show payment

2. readytech




What are you taking Process Legend

payment for?

One off item

Bulk Enrolments &
Payment Options

Enrolment

Payment Option

Do you want to take a
payment on a Course
Form?

Manual Smart Fee

Generate Party Invoice

Yes No

Are you taking the full

Type of enroiment
payment at once?

Yes No

Individual

Course Form Payment Enroiment Type dividual

-and-
Bulk

Avutomatic Smart Fees

Individuqu

Course Form Payment

> readytech ReadyTech Education 254




Payment Option

Course > Diploma of Accounting (Bulk Enrolment) > Create > Payment Option

cregis cance

For bulk enrolment, attach a payment at the
time of enrolment () Course Appication Forms @

Course Applications - Student Portal €9

Date To:

LI OEP €
Type: Option & Logged-in users of OEP anly
Category: N Discount (Quantity): o
Default Option: ] Discount (Code): L) Enabled
*Payment Due Terms (Days): Scholarships: || Enabled

Course > Copy Course
Course PY Additional Payment Gateway

Parameters:

& Timetable Confirm Course to copy: Diploma of Accounting (Linking Smart Fees to a Course)

Q Resource Manager é\éExT:ﬁIQD\escotdl;tlon ?;li?jgzof Accounting *Name:
S ' ‘ 2 B Bulk enrolment payment
*New Start Date: 2/5/2023
e b —— Description:
Copy Default Enrolment Status:
Copy Documents:
Copy Event Series:
Copy Events:
Copy Include Course Forms:
Copy Integration Settings: A » B | VU & = = = = | Paragraph System Font 10pt
Copy Online Enrolment o
Settings: [El — p— = KA
Copy Payment Options: 3:6 r_D = = = < I E @ < <

— L X x* Q)

* Note can be copied when duplicating course =

I'eddYtECh ReadyTech Education




Payment Option

For the payment item you will need to add two things.

1. Lineitems
This iIs where you list out what you are charging the students (same as for invoices)

2. Trigger
This Is how we set when we would like to create the invoice.

ltems
Amount ! Tax Total
Line ltem % Employer Rate (Excl. tax) PNH : . Tax % Amount (incl tax)
CF - Course Fee Course F._x 3 Mo override - - 1630 G5T Free 2 163001
Create |mmediate % |nvoice To Student £ +/- 0 days, On Enrolment Creation 4 Q
+ Mew Line
I'eddYtECh ReadyTech Education




Iment - CSEREADDO34 (FMS50222) from 1/5/2023 to 31/5/2023

Payment Option

X Cance m|

Options

Bulk Enrolment

Mo payment required

@ Bulk enrolment payment $1630.00 ~

Within the bulk enrolment wizard you will see the S -
payment option available to be selected.

Payment Terms

Use default payment terms
] Payment will be due on

] Proposed Payment Schedule €

f you have triggered the invoice to be auto cB
created on enrolment a students invoice will also

Person

. . @ Enrolment Details enreacoz1s Stephen Smith (00020004) A
be created aft this time. L rofic
Student: Stephen Smith (00020004 Enrolment 1D: EMREAOG2 16
= Compliance e - .
Course: CSEREAQDD34 / Bulk Enrolment Start Date: 1/5/2023
Program: FHS550222 ! Diploma of Accounting Target End Date: 31/5/2023
Career/E t
B Career/Employmen Enrolment Active End Date:
Status: Brand:
= Enrolments 1/0 GPA: 0
List All
_ _ ~
Diploma of Accounting
{Bulk Enrolment)
Units Attendance Inveiced L Claims
Total Units: 11 ~ Scheduled Hours: Total Projected: N Total Claims: 0
4 ifi = c: U E
® Certificates | 0 0 0.00 0.0 $1630.00 1)
Total Units Total Invoiced: 0
4 Finance Completed: 0 Attended Hours: Total Invoiced:
0.0 $1630.00
W Quotes
B invoices
Course Details Trainee/Apprentice Claims /Funding Finance Custom Details Mare
L) Payments
Course Details
Accounts
Worker Type: Study Mode: Full Time
$ Balance: 5-1630.00 Academic: Tully Tywin (00020014 Qualification Level: Diploma/421
Other Academic: VETi5:

I'eCIdYtECh ReadyTech Education




Bulk Enrolments

You CAN'T uses Smart Fees it you are making use
of Bulk enrolments.

If you are unable to see payment options on the
course this may be because automatic smart
fees has been enabled

Turn this off

readytech

" Bulk Actions

% Finance

Costs

£ Admin

22 Prospects [ 0

B Course Applications (0

B Summary
Starts - 1/5/2023
Ends - 31/5/2023
Enrolments
Mimimum: 0
Maxdimum: 0
Active: O
Inactive: 0
Total: 0
Units

Unit Details

" Bulk Acticns
% Finance
Costs
Payment Options
£ Admin
2. Prospects (0
B Course Applications (0
B Summary
Starts - 1/5/2023
Ends - 31/5/2023
Enrolments
Mimimum: 0
Maxdmum: 0
Active: 0

Inactive: 0

Total: O

Units

Repaort:

Offer Type:

Unit of Study
(S5ubjects):

Unit of Study Outcome:

Unit Outcome:

Use Unit Scope
Qutcome:

Element Grading:
Assessment Grading:

Assessment Method:

Hide Applications from
Portals:

VETiS:
Restrict Applications to
Region:

Course Information:

e

4k

Mational Reparting (Australia)

Mational Reparting (Australia)

-6

4k

4k

4k

ip

*Delivery Mode:

Study Reason:

Study Period:

Start Time:

End Time:

Invoice Template:

Automatic SmartFees:

Combination of internal and external 2
&
L
&
L
&
L
&
L
e

Repaort:

Offer Type:

Unit of Study
(S5ubjects):

Unit of Study Outcome:

Unit Outcome:

Use Unit Scope
Outcome:

Element Grading:
Assessment Grading:

Assessment Method:

Hide Applications from
Portals:

VETiS:
Restrict Applications to
Region:

Course Information:

e

4k

Mational Reporiing (Australia)

Mational Reporiing (Australia)

-6

4k

4k

4k

ip

*Delivery Mode:

Study Reason:

Study Period:

Start Time:

End Time:

Invoice Template:

Combination of internal and external 2
&
L
&
L
&
L
e
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Lets go do it!

Let's take a look af:
« Creating a Payment options

« Using payment option when doing a Bulk
enrolment

2. readytech




What are you taking Process Legend
payment for?

One off item

Smart Fees S
Manual

Enrolment

Payment Option

Do you want to take a
payment on a Course
Form?

Manvual Smart Fee
Generate Party Invoice

Yes No

Are you taking the full

Type of enroiment
payment at once?

Yes No

Individual

Course Form Payment Enroiment Type Individual Avutomatic Smart Fees

-and-
Bulk

Individual

Bulk

Course Form Payment

. readytech
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Smart Fees

Smart fees let you

« Create a library of pre-defined fees

« Apply these fees to things like courses

« Create rules to dictate how certain fees should be used e.g. discounts or charged twice!
Smart fees are created by:

1. Setting up a smart fee library

2. Linking to a Course
A. Manually linking to course

//\\
3. Use during enrolment

I'eddYtECh ReadyTech Education




qur'l' Fees

Type: You can optionally configure a Smart Fee Type to e -

be used for reporting needs (e.g. Tuifion or Resource fee)
Status — Identifies if the Smart Fee is ready for use, or still Err— —

pending data enftry e .

Category - Can be used to group this Smart Fees
together

Amount — The appropriate $ value

Links - Choose where you would like it o apply

Trigger — Controls how and when you wanft the invoice —
generated on
.....
Fisere N1
I'eddYtECh ReadyTech Education




Smart Fees

O Setup > Reference Data > Smart Fee Library Item Type

enable all = disable all Cancel

I External ID

You can optionally
configure a Smart Fee Type
to be used for reporfing
needs, identifying the
Smart Fee item as a Tuifion
or Resource fee

Setup > Reference Data > Smart Fee Library Item Type > New
Save Cance

Smart Fee Library ltem Type

D 4
External ID

* Mame

Colour Choose a colour

readytech

ReadyTech Education




Smart Fees Smart Fee
Library

Pricing Period
Category { S Start Date

End Date

Discount (Code)

Here, students will be charged a
single total fee for the full course

Subledger
° ° S
N this case, $1970 )
/ Multiplier Nore
Allow Amount Adjustment Modifier Rules

& Links

r 4 -|- -|- | r | -I- f r - rS E Links for this Smart Fee will be usad to determine whather it is displayed during the creation of a New Enrolmant. A Smart Fee must have at least one Link Type to be a candidate during the creation of 3 Naw Enrolment.
1S $ 1970

Diploma of Accounting (Course - Smart Fes)

Smart Fees

Enrolment -

Line Items
Description Amount Multiplier Tax Tax Amount Total
Category = Course — S o7 ne A GST Free 2 870.0 Qo [
+ New Line
Payment Terms

Use default payment terms
° Paymeant will be due on

Proposed Payment Scheduls e

I'eddYtECh ReadyTech Education




Smart Fees

Here, we will be charging a
cost per unit. Each unit will be

charged the fee (here, $175
each)

This enrolment has 11 units

We therefore charge $1925
total

readytech

Library

Enroiment

*Name

Category

Description

Agent Commission
Deferred Revenue

Discount (Code)

« Amount

Total

Category = Unit

Pricing Period

Start Date
End Date

Scholarships

Subledger
Tax GST Fres
Multiplier Mone

Modifier Rules

Links for this Smart Fee will be used to determine whathear it is displayed during the creation of a New Enrolment. A Smart Fee must have at least one Link Type to be a candidate during the creation of a New Enrolment.

Lourse

Diploma of Accounting (Unit - Smart Fes)

Smart Fees

Smart Fee

Line Items

Descriots

Category = Unit

Category = Unit

Category = Unit

$1925.00 A

Amount Multiplier Tax Tax Amount Total
el § | 175.00 None GSTFree 4 2.00 175.00 &, @
al [¢] 175 Jone GSTFree 4 ' i . 0
: 175 lone GSTFree 4 ks = 1]
: 75 ne GSTFree 4 75 T, @

ReadyTech Education



Smart Fees

This Is how we choose when we would like

this SmartFee apply

For a SmartFee to apply to an enrolment, at
least ONE link (e.g. program) must be made

readytech

Links for this Smart Fee will be used to d

I 4+ Link Type ‘

Enrolment Attribute
Funding Source Mational
Location

Program

I Subject scope

Unit -

NE 3Mart Fee will Use ne 1ee 1rom tne /

Links for this &mart Fee will be used to determine whether it iz displayed during the creation of a Mew Enralment. A 5mart Fee must have at least one Link Type to be a candidate during the creation of a
Mew Enrolment.

Unit W

Provide First Aid (HLTAIDO11) ®

Smart Fees

Smart Fee 5150.00 »~

Line ltems

Link type = Unit x 41 % 15000 None 4 GSTFree 4 0.00 150.00 Lk, T

= Hew Line

Links for this Smart Fee will be used to determine whether it is displayed during the creation of a Mew Enrolment. A Smart Fee must have at least one Link Type to be a candidate during the creation of a
Mew Enrolment.

' -
Course W

Diploma of Accounting (Course - Smart Fee) E

Smart Fees

$1970.00 A

ReadyTech Education



5 m q ri Fees @ Enrolment Details enreaoo177 7 Hamish Shower (00020048) A
Student: Hamish Shower (00020048 Enrolment ID: EMREADOTTT
Course: CSEREAQOO2E / First Aid April Start Date: 1/4/2023
Program: HLTAIDy ide First Aid Target End Date: 287472023
Enrolment Status: Active End Date:
GPA: ] Brand:
Defines when the invoice will be o .
Units Attendance Inveiced Claims

created

Total Units: 1

0%

Total Units Completed: O

Can be immediate or scheduled

Options will change as you fill in the
settings

Person

A Profile

= Compliance

B Career/Employment

= Enrolments (1 /0
List All

" Tngg-E.-r' Provide First Aid (First Aid

April)

(SEREADOO2E | 1/4/2023 - 28/452023

# Certificates (0

ON

% Finance

Type Target Adjustment Event

Method

days | Enrolment Creation 3

readytech

) Scheduled Hours: 0.0 Total Projected: 5150.00 )
0.00% 0%

Attended Hours: 0.0 Total Invoiced: 5150.00

Total Claims: 0

Total Invoiced: O

INVO1CEeS Hamish shower (00020048)

=+ hew

1 $150.00 SO $150.00 $150.00 SO

= == al ir = Fa = n-LeTernred d METETTE

Search

Search Results

Paid &

Ivoice Date W Humber Description Status Deferred

9/3/9003 S L Provide First Aid Acti $150.00 50.00 $0.00
Far iU W P AL IO ans ['_'irst.l:'-'id_n'f\::lr'il:; Crve 21 . M.

ReadyTech Education



Course > Certificate lll in Bread Baking (51 Clll Bread Baking) > Create > Payment Option

Smart Fees

B Course

™= Students | 3
*Date From: /212023 Available on: Course Application Forms €9

Course Applications - Student Portal €9

M Timetable

Date To:
OEP €
[ Notes / Checklists | 0 Type: Ootion Logzed-in users of OEP only
Option - THEY
Email Category: . Discount (Quantity): o
Addition
(® SMS Default Option: Discount (Code): Enabled
*Payment Due Terms (Days): Scholarships: Enabled

@y Documents [ 0
Additional Payment Gateway
Parameters:

B Letters & Forms

1. Select the smart fees option

«" Bulk Actions Description:

2. Delete the line item at the bottom of the $ Fores
screen s

Payment Oplions

Course Course > Copy Course

& Timetable Confirm Course to copy: Diploma of Accounting (Linking Smart Fees to a Course) | tems
AVETMISS Code: FNS50222

Q Resource Manager Course Description: Diploma of Accounting
“New Start Date: " Amount Deferred Tax Total
R —— Emplover Rate Subledper PHNH Revenue Tax% Amount (incl tax)

e 2/5/2024

Copy Default Enrolment Status: : Mo overnde : : .00 GST Free : 0.0
Copy Documents:
G Bl S Create | Scheduled 5 Invoice To Student 5 +/- 0 days, On | All Enrolment Units Completed Delete ¢
Copy Events:

Copy Include Course Forms:

Copy Integration Settings:
Copy Online Enrolment
Settings:

I Copy Payment Options:

* Note can be copied when duplicating course
I'eddYtECh ReadyTech Education




Smart Fees

Payments display in the enrolment
wizard - you will see the linked
smart fee

Select the smart fee

An invoice will then be created

Invoice viewable In the students

party profile and student portal (if
using)

readytech

@
CONFIRM
X Cancel m
Mo payment options available for this course
Search
Enter Name
Smart Fees
Smart Fees 52200.00 A~

Line Items

January 2023 Pricing - $2,200.00  x 4| | § | 2200.00 None . GSTFree 4 0.00 2200.00 £, T

= MNew Line

ReadyTech Education



Lets go do it!

Let's take a look at:
« Creatfing a Smart Fee library
« How to link fo a course

« View within an enrolment

2. readytech




What are you taking
payment for?

One off item
(e.g. hoodie, textbook,
field trip)

Enrolment

Smart Fee
Automatic

Do you want to take a
payment on a Course
Form?

Generate Party Invoice

Yes

Process Legend

Payment Option

Manual Smart Fee

No

Are you taking the full
payment at once?

Yes No

Course Form Payment Enroiment Type

Bulk Individual

Course Form Payment

. readytech

Type of enroiment

Individual

Avutomatic Smart Fees

ReadyTech Education 27 ]



Smart Fees

Smart fees let you

« Create a library of pre-defined fees

« Apply these fees to things like courses

« Create rules to dictate how certain fees should be used e.g. discounts or charged twice!
Smart fees are created by:

1. Setting up a smart fee library

2. Linking to a Course

B. Automatic Smart Fee //\\

3. Use during enrolment

I'eddYtECh ReadyTech Education




Smart Fees

*Name Tuition Fees I Status Approved X 4 I
f Pricing Period
Type Tuition Fee x & neng feno =
Catepary Course i Start Date = e
v =
Description End Date
= 0

| %

8 Settings
Agent Commission B Enabled
Deferred Revenue [ Scholarships ]

Discount (Code) [

This iIs the same for Automatic Smart fees as the = — |
orocess is for manual. e

& Links

Links for this Smart Fee will be used to determine whether it is displayed during the creation of a Mew Enrolment. A Smart Fee must have at least one Link Type to be a candidate during the creation of a Mew Enrolment.

+ Link Type

Program *

Diploma of Accounting (FM550222) x

& Override Rules

Owverride Rules allow you to specify a different base fee when this S5mart Fee is applied to an enrclment. The order to the Override Rules is important, the first one that matches for the enrolment will be applied. If no Override Rule
matches then the Smart Fee will use the fee from the Amount section above.

Rule Amount Multiplier Tax

=+ Override Rule

¥ Trigger

ON

Method Type Targst Adjustment Event

% Cancel

I'eCIdYtECh ReadyTech Education




Smart Fees

Program level

|
Automatic Smart fees let you:

Enabled: Close Course Manually: [
Activity/Leisure: i Element Pathway:
 Reduce manual work during N ra :

e n ro | m e n -l- Restrict Applications to Region: - (1]

« Skip creating payment options for o

course
Couvurse level

Two options for enabling/disabling e

automatic fees: o

Offer Type:

Study R
1. At the program level

Study P d

Unit of Study Outcome: Mational Reoorting
Start Time:

Unit Outcome: Mation= [E:I
End Time:

U p tcom (] ®

Invoice Template:

2. At the course level

Automatic SmartFees:

Specialisation:

I'eddYtECh ReadyTech Education




Smart Fees

E.g. of when you'd switch off
This program has auto smart fees enabled
All smart fees therefore apply to Course

We might switch off for one Course (e.g. July
iIntake) if:

« Jan and April are courses that will be paid
for by employers (generate an invoice and
send to business)

« Julyis a public Course (requires upfront
payment), so you want o use Course Form

I'eddYtECh ReadyTech Education




Smart Fees

Automatic smart fees display
within Payments in Enrolment
Wizard

The benefit is not having to link to
a Course every time

readytech

- T = — =T
Georee Sprenke (00020062) in tomatic Smart Fees - CSER
E0NgEe SpirenkEe | LIS | AUTDIMALIC sima e85 - L

New Enrolment
3 ., 00020 (FNS50222) from 1/5/2023 to 1/5/2024

®@
CONFIRM

=D

Smart Fees Total: $9,633.00

O Bulk Actions | -

Description W Target Amount (Incl Tax)
Tuition Fee Tuition Fee 2283300 9,633.00 EN)
Tuition Fee Total: %9,633.00

=0 2=

ReadyTech Education



Lets go do it!

Let's take a look at:

« Show how fto enable/disabling Automatic Smart
Fees

>.readytech

/




readytech
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Finance Hub




Finance Hub

Finance Hub lets you view

That have been made within the SMS

Finance Hub

|nVOICeS B Quotes B Invoices & Payments #& Family Payments €, Unallocated Funds L Credits & Commissions F Reports
Search
Quotes
Payments o
ETC Search Results
O Bulk Actions | - M-~ F

Quote 2023-02-07 QUOTECDDOZ spencer Smith Spencer Smith £1.150.00 $0.00  51,150.00 77202023 &G -

Particularly useful for finance specialists
within your organisation

I'eddYtECh ReadyTech Education




Lets go do it!

Let's take a look at:

« The Finance hub

2. readytech




Summary

 Finance Preference e Smart Fees

» Finance Options * Manual

. . « Automatic
 Party invoices

e Quotes
. |nvoices » Finance hub

« When and how to uses them

« Payments

e Refunds
« Credit notes

« Taking payments on course forms

I'eddYtECh ReadyTech Education




Action ltems

« Decide where you're taking payments and for what (use flow chart)
« Set up financial settings according to your choice, using the information from today

 Take alook at the Finance Hub and review what you have created

I'eddYtECh ReadyTech Education




Enjoyed today’s session?

Here you will find all the information and resources for this series
« A copy of the PowerPoint slides

* Links for resources relevant to today's session

« Details on the materials required for upcoming sessions

« Booking links for upcoming sessions

« Recordings from tfoday and previous sessions

I'eddYtECh ReadyTech Education



https://help-education.readytech.io/support/solutions/articles/51000330852-onboarding-education

Thank you

For more information please contact:

Support
« E:support@ewp.readytech.io
« P:029018 5525

Onboarding

« E: customeronboarding@ewp.readytech.io

A
@&

> readytech ReadyTech Education 284
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