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Getting started

Target audience

Staff who handle Finances, Billing and Accounts payments.

Content
¢ Accessing Fees, Billing & Payments
¢ Fees, Billing & Payments Dashboard
e Students
°  Student Overview (Billing Period Info & Online Bills)
° Student Accounts
* Debtors
° Billing Items
° Instalments
° Invoices
° Credit Notes
° Prepayments
° Qverpayments
° Transactions
o Statements and reports

° Aged Balances

Overview

Fees, Billing & Payments provides a comprehensive online billing, invoicing and payment options for your
school and parents to manage recurring payments for school fees, elective fees, contributions, activities,
tuition and general funds.

Fees, Billing & Payments handles accounts receivable to enable your school to balance finances and
determine budgets based on incoming funds.

Your school can send payments to parents irrespective of configuring Fees & Billing or Portal module. For
details, see "Getting started” on page 87 in the Payments section.

Permissions

All staff can access Fees, Billing & Payments. However, your school should predetermine staff roles and
responsibilities in this space.

Access

To access the Fees, Billing and Payments module, select the Sentral menu icon *+¢ and then under Finance,
select Finance. The Fees, Billing and Payments home screen displays.
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Fees, Billing & Payments home screen

The home screen provides overview of various areas to access, sync functionality and view recent searches.

© 11 invoice(§) have been overpaic.

2 students 2 Debtors@ o 2 Latest Billing Run
b2 158 o
o .

"
emm Debtors

Table: Information on the Fees, Billing & Payments home screen

Reference Description Examples

number

1 Lists the menu options of the module. Registers
Billing

Invoice Creation
Invoice Adjustments
Sentral Pay
Reports

History

Exports

2 Displays a tally of Students, Debtors, and Latest Billing Run with Students — Links to
links to underlying data. Student Register

Debtors — Links to a
filtered view of the
Debtors Register
depending on what is
selected.

Latest Billing Run — Links
to the first screen of the
Billing process

3 Search function enables you to search for students, fees, billing and
payments.

4 Recent Students displays the most recently viewed students.

5 Recent Debtors displays the most recently viewed debtors.

6 Activities Approved for Billing

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 9
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Reference Description
number

7 Displays the following alerts if relevant:
e Dishonoured scheduled payments

o Displays the number of scheduled payments that were
Dishonoured or Fatal.

o Dishonoured within the specified time period.

©  Only appears for independent and ACT government
schools using Sentral Pay.

e Payment schedules that may overpay their linked invoices

o Displays the number of payment schedules where the
total of the remaining scheduled instalments exceeds
the total amount due of the linked invoice(s)

©  Only appears for independent and ACT government
schools using Sentral Pay

* Debtors who can't view their invoices in the Parent Portal

© Displays the number of debtors who won't be able to
view their invoices in the Parent Portal until they have
been linked to a portal user.

e Failed syncs

o Displays the number of syncs that have failed within
the specified time period

Clicking a link in the Alerts section will take you to a list of the
items relevant to the alert.

8 Cash Flow Analysis section displays a breakdown of the total This applies to
amount invoiced for the selected year. It displays the total independent and ACT
paid (including credit note, overpayment and prepayment government schools
allocations), the total of upcoming payments scheduled via only.

Sentral Pay for each quarter, and the total that is still unpaid
and unscheduled, all as percentages of the total invoiced.

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 10
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Students register

Overview

The Students register allows you to complete a student search.
Use a student search when you want to:

¢ getan overview of student details

¢ view information such as responsible debtors, billing period information, online bills, enrolment profile, flags
and siblings

¢ view students with no Fee Groups or no linked bills.

This can be an important task to perform before a billing/invoice run is started to ensure that Debtors are
linked, and you know the responsibility percentage of each debtor or to identify which students don't yet
have an associated Fee group.

Search students

Overview

Use the information in this topic to search for one student or a cohort (for example, year, gender, fee groups).

Steps

1. Select the menuicon and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Do one of the following:
a. Inthe centre of the home screen, select Students.

The Students Register screen displays.

& Students

Total Students 28

Students with no debtors 0

b. If Fees, Billing & Payments is already open, select Registers in the left menu and choose Students
Register.

The Students Register screen displays.

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 11
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3. In Student Search, choose filters for your search, and then select m .

Fees, Billing & Payments

Sync with Enrolments

Sync with Enterprise

Registers

Students Register

[+ search Fees iling & Payments Q]

Students Register — 4 Found

Name YearLevel  Fee Group Linked Debtors Enrolment Statuses  # of Linked Bills Responsibility %
~ Jack-Jack Parr 3 Ibz Fees 19 ~100%

Roger Parr 8 bz Fees i v100%

Groot Quill 4 Ibz Fees 53 ~100%

4. To view more details about a student, select their name in the results list.

The Student Overview screen displays. This screen provides details of the selected student's Fee Group,
Fee matrix, account, sibling details, enrolments profile and responsible debtors (direct link). Some
elements can be modified, and some are read only.

Fees, Billing & Payments.

Subsides
Registers 9
Biling v
SenualPay v

LTerTr— «

’ SENTRAL

Student: Quill Groot

Fee Group

Flag Based Discount Opion
OvaallDiscount Option

Fea Matic

CIdd sudent sccount o

Ioe Fee Stvcture
Defauk | Min
Defak | M max
Application Fees

Moy
Japan T 2021 - Blance

JapanTip 2021 - Doposit

dapan

Miscalaneous

SchoolFees cateke

Stdontiowy

Subjct Fees

Debtors Responsible for Quill Groot

Dettor Name
e Peter quil

DebtorType LinkType Foo Porcantage status Ivoices Count
housenold oveRALL 100% 7
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Student Overview screen

Description

The Student Overview screen provides details about a student's:
e Fee group

¢ Fee matrix

e Account

¢ Sibling details

¢ Enrolments profile

e Responsible debtors (direct link).

Some information can be modified and some is read only.

Search for one student

1. Select the menuicon ses and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

a. Type the student's name in the top-right search bar.

Sentral Finance - Xero ® & @Hp ¥ Clockin & % | 6N

Fees, Billing & Payments leearch Fees, Billing & Payments Q l

b. Select Registers in the left menu and choose Students Register.

i ’ Sentral Finance - Xero

Fees, Billing & Payments

Sync with Enrolments Students Register
Sync with Enterprise
Sync with Xero

Registers ~

es

Student Search
Search.

[ are Indigenous Students [ Are Not Indigenous Students

Students Register
[ Are From Gender:

Type the student's name in the student search bar and select @ .

2. View results.

Fees, Billing & Payments.

Student: Quill Groot

Fea Group
Flag Based Discount Opion

Overal Discount Option

BilngPeriods nfo

Oninesils Sudent Loy

Sunsides

it student scount nfo

Debtors Responsible for Quill Groot.

Debtor Name DeborType LnkType Fee Percentage stats Involess Count
Mrpeter quil household oveRALL 100 7
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View a student's Enrolments profile

Steps

Follow these steps to search for one student.
1. Selectthe menuicon <+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Inthe centre of the home screen, select Students.

& Students

Total Students 28

Students with no debtors @

The Students Register screen displays.

i ’ S al Finance - Xero

Fees, Billing & Payments

Sync with Enterprise

Student Search
Registers ~

[ Are Indigenous Students [ Are Not Indigenous Students
Students Register
[l Are From Gender:

3. Enter the name of the student and select w .

The Student Overview screen for the student displays.

Sync with Enrolments Students Reg ister

Fees, Billing & Payments [vSearch Fees, Billing & Payments. Q

Student: Jack-Jack Parr

Fee Group

Ibz Fees v

4. Select to go to the student's Summary Enrolment screen in the Enrolments
module.

Enrolments: Sentral Finance - Xero v/ + Search Enrolments Q

Jack-Jack Parr (Enrolled - Active) i PAR0OO7

4 Process Student Departure 2 Repeat/Transfer Student lore.

PET— [“airios |
ot o comvznz2 House
hoos

Photograph Privacy: Not allowed to photograph

© View Details

# Contact1-Parent # Contact2- Parent
P s e Par MirBob Parr
3/3 Roll Class lobile:
Primary: michelle xu@sentralcom au
Schoal Xero ® Momer
Edna ('E") Mode:

Student Overview ~

_ C—
Summary
Frst  Middle  Family

e Relatonship To Contact
Detaile Title Name Names Name  Gender PrimaryContact Contact Can Pickup Other Flags Type  This Student Household  Code
Mrs Helen Par Female v x v P lives win 3 Contact Parent Household  PAR0O4
S [y
[E—  ecoves vopors
2 vimes e € P e v x v Py Gontact parent Househod patos
e -
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Set pre-defined flag against student from Enrolments profile

1. Inthe student's overview screen, select to set pre-defined flags against this student.
2. Select Yes next to Requires Flag.

Additional fields display.
3. Setthe flag and add details if required (for example Morning Bus Number).

4. Select Save.

Add new flag against student from Enrolments profile

) I . .
1. Inthe student's overview screen, select to a create a new flag against this student.
Additional fields display.

2. Select Yes next to Requires Flag.

3. Select S AddiewEEg

A row displays for you to enter flag details.
Enter the flag label, a comment, and expiry date.

5. Select Save.

Set flags from student overview

1. Selectthe menuicon sss and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Student Register.

The Student Register screen displays.

[v Search Fees, Billing & Payments Q

Students Register
Student Search
Search m
[J Are Indigenous Students [ Are Not Indigenous Students
[ Are From Gender.
[ Are From Year:

[ Have Enrolment Status:
Choose avalue... v

[0 Are From Academic Period:
2024 x

[JHave Fee Groups:

OHave Flags:

include Inactive Students
[[J Show students with no Fee Group
[ show students with no linked active debtors

[ Show students with billing responsibility not equal to 100%

3. Type the name of the student and select @ .

4. Select the student in search results.
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5. Inthe Student Overview screen, select .

Set Flags x
Flag ‘Comment Expiry Date
l 20% COVID Flag v ]
2024-08-08 O

6. In Set Flags, select a predefined flag to be set against this student or create a new flag.

7. Select m
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Show sibling details from student overview

1. Selectthe menuicon s<s and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Student Register.

The Student Register screen displays.

3. Type the name of the student and select m .

4. Select the student in search results.

. 2t Show Sibling Detail
5. Inthe Student Overview screen, select .

The Sibling Details screen displays.

Sibling Details X

For School/Campus: Sentral Finance - Xero

For Academic Period: 2024

Sibling # Student Name Year Level Date of Birth
1 Roger Parr 8 15/01/2009
2 Jack-Jack Parr 3 06/01/2022

For Academic Period: 2025

There is no sibling data currently available for this academic period.

6. In Sibling Details, view the list of siblings, as well as their names, year levels, and dates of birth.

Show classes and subjects from student overview

1. Select the menuicon and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Student Register.

The Student Register screen displays.

3. Type the name of the student and select m .

4. Select the student in search results.

. Show Classes and Subjects
5. Inthe Student Overview screen, select .

Classes and Subjects

Class Year Level Subject Faculty
12HRM1D 12 12
12MAX1A 12 12
12PED1B 12 12
12MAATA 12 12
12ENG1B 12 12
12PSTIE 12 12

12REL1B 12 12

6. In Classes and Subjects, view the list of classes and subjects for the selected student.
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View billing periods information from student overview

‘ Note: This topic applies to schools in Singapore only.

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Student Register.

The Student Register screen displays.

3. Type the name of the student and select m .

4. Select the student in search results.

Fees, Billing & Payments ~Search Fees, Biling & Payments Q

Billing Periods Info

Billing Period Insurance Certificate No
2024

2023

2025

ssssss

Online Bills

5. Select Student Overview in the left menu and choose Billing Periods Info.
6. In Billing Periods info, view the list of billing periods.

7. Next to a billing period, enter the insurance certificate number.

8. Select m
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View online bills from student overview

Overview

Use the information in this topic to view the list of Sentral Pay items for a selected student, as well as view more
details and perform actions.

Steps
o000
000
1. Selectthe menuicon @ @ @ and choose Fees, Billing & Payments.
The Fees, Billing and Payments home screen displays
2. Select Registers in the left menu and choose Student Register.

The Student Register screen displays.

Fees, Billing & Payments

Students Register
Student Search
—

Search

Registers ~
[J Are Indigenous Students [[J Are Not Indigenous Students

Students Register
[0 Are From Gender:

3. Search for a student or cohort using the Student Register search function.

See "Search students” on page 11

4. Under Student Overview in the left menu, choose Online Bills.

Fees, Billing & Payments v Search Fees, Billng & Payments. Q
Online Bills
ot Mot et Amomt

Ow DueDate  Linked To. Description Total Paid Allocated Due Status

Dm oo s s som sson amonse>

[EPE— a0 om0 omson TORSE

O 329 291172024 $2500.00 $0.00 $0.00  $2.500.00 AUTHORISED

SR — oo w0 o sseme aumionse>

O35 120912024 $5,000.00 $0.00 5000 8500000 AATHORSED

5. In Online Bills, view the list of Sentral Pay items for this student.
6. Do any of the following:
a. Nextto anitem, select Details.

Additional information about the selected item displays.

Online Bills
Request Amount  Amount  Amount
On DueDste  LinkedTo Description Towl  Pad  Alocated Due Status
Dot aorooagas SV Jmor VADAR i Vodor - AnnulKindy o Ve 6 TutonFees, JniorVaar ¢ 0o PP
=y Resource and Tech Loy A
Payment Request Run Detlls:
Crosted At External Transaction Gode Unksto
14082024 0902
Linked nvices
............. ot Amount psid Amountbue | status
m_sossaaeso soroo2024 750 000 77500 AUTHORISED

b. Nextto anitem, select Actions and choose View Payment Request History.
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View and manage subsidies from student overview

1. Search for a student using the Student Register search function.

See "Search students” on page 11

Fees, Biling & Payments

[ Search Fees, Bilng & Payments

Student: Bart Simpson
% viewEvomena prfle | Wseogs | 4 owsting Dt | 8 shonCoses it
resconn E
[RT—— ™

8art Simpson Overall iscount Option Defat | Mn | Max

O stucern sccountinfo

Debtors Responsible for Bart Simpson

DettorType. LinkType Fee Percentage St Invoices Count
MeH Smpson & Mrs MSimpson housenoid OvERALL s [rcnve] B

The Student Overview screen for the selected debtor displays. If there are subsidies associated with the
student, you'll see a number beside Subsidies in the left menu.

2. Select Student Overview in the left menu and choose Subsidies.

Fees, Billing & Payments = Search Fees, Billing & Payments Q]

R
EESiEEs cubsidics 1 Found tNow bty | dcionn |

‘Sync with Enterprise
Name Academic Period  Subsidy Amount  Allocated Amount Unallocated Amount

Student Overview ~

Subsidy Type  Subsidy Received

[0 BartSimpson 2024 156.00 56.00 100,00 Abstudy 31/05/2024 P S ——

Show results Prev Next
Overview

Billing Periods Info

Online Bills

3. In Subsidies, view the list of subsidies for this student.

This is an overview of all subsidies that have been granted.

Allocate to outstanding invoices

Allocate to Outstanding Imvoi
1. Select next to a subsidy.

Fees, Billing & Payments

= Sesicn Fees lling & Payments

Allocate Subsidy to Invoices

Subsidy Detaits

Subsicy No ‘Subsicy Date: Linked Contact Total Remaining Credt Reference
Bilng v 1 a1os/2028 BaniSimoson 15600 0000
. Ivcice No Due Date Total Amount P Amount Due Statue Allocated Amaunt
V27522083463 151172024 1000 w167 sm3e AUTHORISED 0
— v INV275 22083474 o4/o72024 1000 as667 13333 AUTHORISED Iy
Gy v V27522083475 o204 Bart Smpsen 1000 85000 15000 AUTHORISED 00
Imports v
V2752083478 291172024 Bert Simpson 1000 7508 62457 AUTHORISED %
Egots “
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2. In Allocate Subsidy to Invoices, select an invoice.

Fees, Billing & Payments

o
.
= ..

Registers A Nofrsnave been seeced

S (E=EEeE

T Invoices -1 Found

i
§
]

R O invoiceNo Reference Duebate  Debta Name Students Total  Amoum Paid  Amount Allocated  AmountDue Sttus

Crediti O V27522083463 testpaymentschede 20240531 15/11/2024  MHSmpson &MisMSmpson A BanSimpson 100000 529167 5000 SS0833 AUTHORSED [ # | oeas [.]

Bilng
Srowresuls

In the opened invoice, perform other subsidy management functions specific to this student or debtor.

The Actions menu is shown below.

Update Invoice Line ltems from Xero

VOID or CREDIT Invoices
Download Invoices from Xerg (Zipped PDFs)

Update Invaices from Xero

Receive a Payment
Refund

Publish to Portal

Send Payment Reguests

Unpublish from Portal
Resolve Invoices

The Details menu is shown below.

7 Lo 1

Generate Invoice in PDF

View Invoice in Xero |

View Debtor's Credit Notes

View Debtor's Prepayments
Wiew Debtors Overpayments
View Linksd Pavment Requests
Wiew Linksd Pavment Schedules
Refund &

Wiew Invoice History

To perform tasks related to a particular invoice, select the checkbox next to the invoice number, select

Details . .
- , and then choose a menu option.

Actions
To perform general tasks related to invoice, select and then choose a menu option.
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Invoice register

Overview

The Invoice Register enables you to look for specific invoices based on search criteria. You can view invoices
that have been created, either individually for each debtor in their debtor profile, or as a batch in the Invoice
Register screen.

Filters

The Invoice Register screen enables you to look for specific invoices based on search criteria.
Search for invoices

Overview

Use the information look for specific invoices based on search criteria.

Steps
Follow these steps to perform an invoice search.

1. Selectthe menuicon s+s and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Invoice Register.

The Invoice Register screen displays.

Registers A | invocers Choose avale v Inclod Flogs Ghoose avale. g

Debors Register [ Creation Date

Biling Period Choose a value.
Payments Register 0 Student it Date

Choose a val

Iue.
Crecit Notes Register

Billng v

Invoice Creaton ¥ Deboris inked toPortal Not Linked
Invoice Adjustments. v Filter
Sentral Pay v .

Invoices
Reports v

Actions v

History v

O invoice No Reference Due Date Debtor Name Students Total Amount Paid Amount Allocated Amount Due Status.

3. InInvoice search, choose filters for your search, and then select m .

Invoices matching your search criteria are listed.

Filters

Invoice Status AUTHORISED

Invoices - 382 Found

Amount  Amount  Amount

O Invoice No Reference ~ DueDate  DebtorName ~Students Total Paid  Allocated Due Status
Rogger Cage r—

[ INV_10010 Inv Ref 13/05/2022 :Eslher Cage Luke Cage $1,000.00 $1,200.00 $0.00 $0.00 AUTHORISED u:ssn‘;nlz =L .
Mr Don

Skywalker&  Luke

Pushed to Xero
INV_10013 Hitch Hiki 26/05/2022 600.00 575.00 0.00 25.00 AUTHORISED Details
O % EERGILTY) AP MrsRose  Skywalker $ $ & ke Partially Paid .

Skywalker &
Mr Freddy
2022 Annual Flintstone &  Sunfl
O INv_10018 MR qomgi0p TIMSIONEE - SUNIOWEr T qa 75000 §100.00  $50.00 $3600.00 AUTHORISED tas “ n.
Invoice Mr Peter Quill  Flinstone [ Email sent]
a
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4. Under Filters, do any of the following:

a. Select m to refine filters.
b. Select m to clear all filters.

Export ,
c. Select to export search results to a CSV file.

5. Under Invoices, do any of the following

Detail
a. Select the checkbox next to an invoice number and then select ﬂ .

Information about the invoice displays below the row.

If an invoice is linked to an activity the Invoice register displays the name of the linked activity in the
Description section. Select the activity name to open the linked activity in the Activities module.

Amount  Amount  Amount
[ Invoice No Reference DueDate  DebtorName ~Students Total Paid  Allocated Due Status

Mr Jack

Murdock & ushed to Xero
BNV Test 3071172022 MattMurdock  $350000 $2.98000  §520.00  $0.00 PAID n‘

s Maggle
Murdock

Description

Invoice Run Created Created By Billing Period  Billing Run Reference Invoice Date Branding Last Synced

Template

Test 24/03/2022 09:11 MexReed | e none Test 24/03/2022 Standard 02/12/2022 11:59
(@Sentral)

Line Items

Student Description Account CostCentres  Quantity  UnitAmount Discount Tax  Line Amount (incl Tax)

Matt Murdock Matt Murdock - Test Tuition Fees 1 3,500.00 0.00 EXEMPTOUTPUT - 0% JUVV] 3,500.00

b. Select the checkbox next to an invoice number, select the arrow and choose a menu option.

| Generate Invoice in PDF

View Invoice in Xero

View Debtor’s Credit Notes
View Debtor's Prepayments

View Debtor's Overpayments

View Linked Payment Requests
Refund

View Invoice History

c. Select n next to an invoice to check who can view the invoice if it is published to the portal.
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6. Under Invoices, select one or more invoices, select and choose a menu option.

Push Invoices & Payments to Xero

Update Invoices from Xero

VOID or CREDIT Invoices ‘

Download Invoices from Xero (Zipped PDFs)
Receive a Payment ‘
Refund

Publish to Portal
Send Payment Requests ‘

Unpublish from Portal

Resolve Invoices ‘

The context menu may differ depending on the invoices selected.
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Debtors register

Overview

The Debtors Register is the list of Guardians/Parents/People in the households with responsibility for making
payments.

Filters

The Debtors Register screen enables you to look for specific debtors based on search criteria.
Keep in mind

« Balances may take some time to update if you have recently performed some transactions.

* Invoices that are yet to be Authorised are not included in the balances until they are Authorised.
¢ You can filter on balance amounts. For example, show me all debtors with a debit balance.

» Search results include the debtor balance, unpaid invoices, Xero balances (if you use Xero), and if any of
the debtors invoices have payment schedules set up.

* You can filter the Debtors Register to show only those debtors whose Xero balance does not match the
corresponding Sentral debtor balance. To apply this filter, select the Xero balance does not match
Sentral balance option from the existing Balance filter dropdown.

A word on Xero

Xero balances are refreshed automatically overnight if the Automatically retrieve debtor balances from
your Accounting Package setting under Setup Fees, Billing & Payments | Fees, Billing & Invoicing Settings is
set to Yes. This setting is set to No by default.

e To refresh the Xero balances manually for one or more debtors, select the relevant debtors in the Debtors
Register search results, and select Actions | Update Xero balances.

» To refresh the Xero balance for a single debtor, select the Update from Xero button in the Debtor
Overview. Selecting this button will also update credit notes, overpayments and prepayments from Xero for
that debtor.

@ Note: Xero debtor balances do not include prepayments but Sentral debtor balances do, so
there may be discrepancies for some debtors if your school uses prepayments in Xero.
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Search debtors

Overview

Use the information in this topic to perform a debtor search.

Steps

Follow these steps to perform a debtor search.
[ X N ]
oo

1. Selectthe menuicon ® ® @ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Do one of the following:
a. Inthe centre of the home screen, select Debtors.

The Debtors Register screen displays.

& Debtors®

In debit 8
In credit 2
Active 70
Inactive 2
Total 72

b. If Fees, Billing & Payments is already open, select Registers in the left menu and choose Debtors
Register.

The Debtors Register screen displays.

Fees, Billing & Payments

Sync with Enterprise
ST

EEED ~ Debtor Search

H
L T P R I Y
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3. In Debtor Search, do any of the following:

a. Choose filters for your search, and then select Search.

@ Tip: To see all debtors (active and inactive), make sure you select Include inactive
debtors.

Debtors Register —1 Found

Searcn [ simp

Synced
Debtor  Linked Senwal,  Xeo  Unpaid  Paymemt ™
o n Debtor Type ‘Students Status. Balance: Balance Invoices ‘Schedules. Linked Portal Users Xero Email Status
o1 w =D @D sa3s Sngste 17 10 Homer Smpsen Yes e Sy 5o
Smpson s ———

aMisM
Simpson

b. Select to view a list of all debtors.

Debors Register — 70 Found

Search

Synced
Debior  Linked Senraly  Xers  Unpaid  Payment To
O Devor  Type Sudents  Swtus  Balance  Balance Invoices. Schedules  Linked Porta User o Email Satus
O 7 wonm CZZD @ CED ©1800 $18000 3 3 Yes '® Link o Porta Users
Recks

O 2 whe CEZZD @ CED wms 2w 5 1 Ves

o D 0@ @D seaw s 7 © v  CCIrEIED
o o o CED 2000 §1200000 1 0 ve
=S > o @D 0w 1200000 1 0 ves
= @ 0 @B sow sz 0 Yes ® linkoPoral sers.

c. Selectadebtor's name to go to the Debtor Overview screen and view details of the students who are
linked to the selected debtor.

Delete adhoc debtor
1. InFees, Billing & Payments, do one of the following:
a. Search for a debtor.

See "Search debtors" on the previous page

b. Select to view a list of all debtors.

2. Select one or more debtors using the checkboxes.

Actions
3. Select and choose Delete selected Adhoc Debtors.

4. In Delete Adhoc Debtors, select m .
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Add a debtor

Overview

Use the information in this topic when you want to quickly add a new debtor.

as a household or associated contact. Some schools may need to add a past debtor or donor.

@ Tip: If this person is related to the student, we strongly advise that you add them to Enrolments
However, if you do add a Debtor, there is a sync Debtor to FMS option.

Steps

1. Selectthe menuicon s<s and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Debtors Register in the left menu.

The Debtor Register screen displays.

. - -+ Add Debtor -
3. Inthe Debtors Register screen, select -

The Debtor screen displays.

Debtor Details

Debtor Name * Legacy Billng Identifier Debtor Type.

Reference #1 Reference £2 Website

BPay CRN Ref Number

4. Complete the following sections of the Debtor screen:
e Debtor Details
¢ Debtor Configuration
* Debtor Contact Details
e Debtor Address.

5. Select E
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Generate statement of account from Debtors Register

Overview

Use the information in this topic to generate debtor information. This includes:

¢ Generate a statement of account

 Email statement of account.

¢ Email statement of account to all found debtors.

Steps

1. Select the menuicon

The Fees, Billing & Payments home screen displays.
2. Select Debtors Register in the left menu

The Debtor Register screen displays

3. Select to view a list of all Debtors.

Debtors Register —15 Found

Debtor Linked Sentral

Type Students  Status Balance

Hparra o AUD7487221

0 205 Mslvedr I @ CE@D  Au2185935
O 198 Miveder I @ CED  AU1738386

4. Select one or more debtors using the checkboxes.

Actions
5. Select and do any of the following:

a. Update Xero Balances

-~ ®© 2 o T

7 @

‘ SENTRAL

Delete Selected Adhoc Debtors

Generate Statement of Account to generate a PDF
Email Statement of Account

Email Statement to selected Debtors

Email Statement to all found Debtors

Email outstanding Invoices to selected Debtors

Email outstanding Invoices to all found Debtors.

and choose Fees, Billing & Payments.

all found Debtors

ol
@ Link to Portal Users.
@ Link to Portal Users.
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Debtor overview

The overview screen has three sections:
¢ Debtor details
Debtor details such as personal, payment preferences and address.
¢ Linked students
Students linked via household setup (show siblings).
¢ Debtor contacts

Personal information for contacting the debtor.

Additional functions

The overview screen also enables you to perform other functions:

m Link to Portal User Open Debtor in Xero Sync Debtor to Xero Update from Xero
Set Flags

Set Flags

If flags are used at your school, you can add a flag to the debtor for billing and invoice runs.

Link to Portal User

Link to Portal User

Any contacts that are Not Linked to Portal User Accounts means that any invoices being published to the portal
will be shown to any Portal Users that have access to the student.

This ensures any parents with split custody are not given access to student invoices that should

@ Tip: Sentral strongly recommends that you link any contacts to their respective portal accounts.
not be shared.

Open Debtor in Xero

Open Debtor in Xero

This deep link allows you to open the debtor in Xero.
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Sync Debtor to Xero

Sync Debtor to Xero

This allows you to sync the debtor to Xero.

Update from Xero

Update from Xero

This allows you to update overpayments, prepayments and credit notes from Xero for your selected debtor,
and refresh the Xero balance to be displayed for the debtor in Sentral.

Edit
Edit
Allows you to add details to the debtor.

Show Sibling Details

22 Show Sibling Details
Located in the Linked Students section of the Debtor overview screen. Allows you to view sibling data.

Show Payment Options

Show Payment Options

Located in the Debtor Contacts section of the Debtor overview screen. Allows you to view the debtor’s
payment method, payment details, status and Ezidebit Customer ID.
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Compare Sentral debtor balance with Xero debtor balance

1. Selectthe menuicon s<s and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Debtors Register.

The Debtors Register screen displays.

Debtors Register

Debtor Search

Search... mﬂ

O Debtor Type:

Oinstalment Plan:

OFlags:

[ anly with the following selected invoice
statuses:

O pettor Communication:
O invoice creation date range
Oinvoice due date range

O Enrolments Type

Balance: All balances W
All balances
Mon-zero balances only
Debit balances only
Credit balances only
Zero balances only
Xero balance does not match Sentral balance
[ show debtors with none of the debtor contacts that has lInked to Portal User?

Oinclude inactive debtors

[ only with split billing respensibilities?

[ show debtors of any of the debtor contacts t

O only with exclusive portal invoices?

3. In Debtors Register:

a. Select the Balance checkbox and choose Xero balance does not match Sentral balance from the
list.

= Browse Debiors
b, setect Ia—

A list of debtors matching the filter criteria displays. In this case, all debtors display where the Xero balance
doesn't match the Sentral balance.

Fees, Billing & Payments.

Debtors Register — 70 Found

—_—
Quckioserh + ndaer

payment SynceaTo
Schedules Linked Porta Users Xero

1200000 $1200000 1 o

$870000  $1200000 1 0

seemas ssessis 10

s250000 5250000 1

540000 sa0000 2

s40000 40000 1 ® Uk

(== A==

s 0

5000 5000 @k

I B T S S Y

s000 s000 ® ko

so00 s 0 ® Uk
so00 so00
000 s 0 @ Link o PoralUsers
000 so00 6 Link o Portal sers

000 so00 6 Link o Portal sers

poooopooo0e00000 0

00000000 COCOO OO0 O

s HHdEHEH HHBE
HHHH HHHH HHE
HHHH HHHH HHE

[= = A= R = = = R

000 so00 6 Link o Portal sers

0000000000 [f0]

O Fessimtramenssap €
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4. To open the debtor overview, or one of the debtors, select the debtor name.

; Update from X
5. Inthe Debtor Overview, select _

This updates the Xero balance within Sentral. It also updates overpayments, prepayments and credit notes
from Xero for this debtor.

Note: This brings across information from Xero that may not have been retrieved by Sentral.

6. Check that you don't have information in Sentral that hasn't been pushed to Xero.

Select Debtor Overview in the left menu and choose each of the sub menus to check for anything that
hasn't been synced to Xero.

Debtor Overview ~
Instalments
Payments (ED
Invoices o

Credit Notes ()
Prepayments

Overpayments o

Subsidies
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Manage instalments for a debtor

Overview

Use the information in this topic to:

¢ view a debtor's instalments

¢ view related billing items and invoices

¢ remove a debtor's instalments.

Steps

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Debtor Register.

The Debtors Register screen displays.

Fees, Billing & Payments = Search Fees, Billing & Payments Q

Debtors Register °
‘Sync with Enterprise
[ ormovintmeprie | EovecDwon | AddDer

[ ~ Debtor Search
Students Register Search... m (i)

O bebitor Type:
Invoice Register

i O instalment Plan
Payments Register

O include Flags:
Credit Notes Register

O Exclude Flags

Billing 4
[ only with the following selected invaice
statuses:
Invoice Creation R
[ Debtor Communication:
Invoice Adjustmenis hd
[invoice creation date range
~
Reports O invoice due date range
History R O Enrolments Type
Imports 4 Cealance:
Exports e O pebtor Status:

[ only with split billing responsibilitias?
[ Show debtars of any of the debtor contacts that has not linked to Portal User?
[ show debtors with none of the debtor contacts that has linked to Portal User?

[ Only with exclusive portal invaices?

3. Do one of the following:

a. Search for a debtor.

b. Select to view a list of all debtors, and then select a debtor.

Sentral Finance - Xero

Fees, Billing & Payments + Search Fees, Biling & Payments Q

Syne with Enrolments. Debtors Register — 1 Found

Sync with Enterprise

Q Back to Search + Add Debtor
Sync ith Xero
Search
Registers ~
Debtor Linked Sentral Xero  Unpaid Payment Synced
Students Register O 1 Dpebtor Type Students Status Balance *  Balance Invoices Schedules Linked Portal Users To Xero Email Status

Debtors Register O 209 wmibz <D © AUD- AUDO0O 5 o Yos 1 Emai Sucesstuly Sont @ Link to Portal Users.
Jackson & 3279.00 .
Mrs Rabz

Invoice Register

Jackson

The Debtors Overview screen for the selected debtor displays.
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4. Under Debtor Overview in the left menu, select Instalments.

The Instalments screen for the debtor(s) displays.

MrIbz Jackson & Mrs Rabz
Jackson

Sentral Debtor 0: 209
Active  Active & Deleted
$9669.00 -
§5549.00
§7399.00
AUD3279.00
Biling  Instalment
Mem# lInvoicing Date
ero Balance: 50000

10621445 15/08/2024
Instaiment

Sync with Enrolments 10631446 15/08/2024
Sync with Enterprise retement®
Sync with Xero P

10651448 15/08/2024

‘ebtor Overview Instaiment 4

5. Do any of the following:

Bill Due

Date Student

15/08/2024  Conan
Jackson

15/08/2024  Conan
Jackson

15/08/2024  Conan
Jackson

15/08/2024 Conan
Jackson

Description

Termly Kindy to Year 6
Tuition Fees

Termly Kindy to Year 6
Tuition Fees

Termly Kindy to Year 6
Tuition Fees
Termly Kindy to Year 6
Tuition Fees

unit
Amount
$62.50
$62.50

$62.50

$62.50

Instalment Bills for Mr Ibz Jackson & Mrs Rabz Jackson (2024-08-15)

selectAll | Deselect All | Remove Selected Instalments (Preview)

Quantity Amount

1

1

1

1

$0.00

$0.00

$0.00

$0.00

Discount
Amount  Linked Invoice  Status

$6250  INV_598544663 =3
$6250  INV_598544663 =3
$62.50 INV_598544663 m

$6250  INV_598544663 =3

a. Under Instalment Invoicing Date, select a link to view instalment details for the selected date.

b. Under Linked Invoices, select a link to view invoice details for the selected invoice.

6. Select for an instalment date to do any of the following:

a. View related billing items and drill down to details about a billing item.

b. Remove selected instalments. The preview only shows instalment billing items that are ACTIVE and

have not already been used in an invoice.

‘ SENTRAL
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View invoices for a debtor

Overview

Use the information in this topic to:

¢ view invoices for the selected debtor/household on the Invoices overview screen

¢ view information relating to your school's FMSFinancial Management System and the portal

¢ access the Actions menu to manage invoices for the debtor/household.

Steps

1. Select the menuicon EEE and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Registers in the left menu and choose Debtors Register.
The Debtors Register screen displays.

3. Do one of the following:

a. Inthe Debtor Search Bar, type the name of the Debtor and select from the options displayed.

= Browse Debtors
b, setect InE——

4. Under Debtor Overview in the left menu, select Invoices

Filt
5. Under Filters, choose options, and then select .

6. View the updated list of invoices.

7. View the Invoices Breakdown Totals section.

This includes the Total Amount Allocated. This total includes allocations of credit notes, overpayments and
prepayments.
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Action invoices from debtor overview

Overview

The Actions menu on the Invoices screen allows you to perform tasks related to invoices.

Steps

1. Select the menuicon

and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

2. Select Registers in the left menu and choose Debtors Register.

The Debtors Register screen displays.

Fees, Billing & Payments

Sync with Enrolments:

Debtors Register [i]

== ~ Debtor Search
Students Register o

D pebter Type:

Inveice Register

Dinstaiment Plan
Payments Register

Dinclude Flags:
Credit Notes Register

D Exclude Flags:

Billing ~
O only with the following selected invoice
Invoice Creation v
O bebtor Communication:
Invoice Adjustments ~
Dinvoice creation date range
R Dinvoice due date range
History e D Enrclments Type
Imports - DOgalance:
Exports > O pebtor Status:

O only with spiit billing responsibilities?
Oshow debtors of any of the debtor contacts that has not linked to Portal User?
DShow debtors with none of the debtor contacts that has linked to Portal User?

O only with exclusive portal invoices?

3. Do one of the following to select a debtor:

wSearch Fees, Billing & Payments Q

a. Inthe Debtor Search box, type the name of the debtor and select Search Q

See "Search debtors"” on page 26

b. Select to view a list of all debtors, and then select a debtor.

4. Under Debtor Overview in the left menu, select Invoices.

The Invoices screen for the debtor displays.

Fees, Billing & Payments

StanleyDebtor20230918 =

Filters

- 0
e 0o
p— ©00

DoDoooo

Invoices for StanleyDebtor-20230918

Amount

O voiceNo * Reference DueDmte  DebtorName Sudems Toul Poid Alocatea
wars. 4 Sunipestor

O WIS usemreus o ot 3300 s000 5000

mmmmmmmm s ‘Sub Total Amount Tax Total Amount Tors Amount

AUTHORISED 00 s.00 s

’ SENTRAL

Total Amount Paid

==y
S
s
J ot Pushed 1o xero ] Payabl o Poa §
s amonseo [EEEIIE oecae
fep— Sp—
som w0 s
)
s
w00
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5. Select one or more invoices, then select and choose an option.

Fees, Billing & Payments < Search Fees Biling & Payments

Created By

Mrs H Parr & Mr B Parr
evor

Invoices for Mrs H Parr & Mr B Parr

Amount  Amount  Amount Updat Invoices from Xero
) invoica o Reference Duedate Dt Toal  Pad  Allocated Due Staus
O W07 Testaozzmx  202rz0s e  Susso  sooo 5000 $14525.00 AUTHORSED. GERER]
s ah
O NVI26 Test2022MX11 31/03/2023 M suss00 $000 5000 $1452500 VODED @ CEERED

M sh
O 1050 2022Testmx 12 2710272023 o $1452500 5000 $000 $14525.00 AUTHORISED (GERER]

Oowioss aomreanzo 2z 52500 50000 $000 $14025.00 AUTHORISED - o

R U —— om oo w0 wmeo @ |
S

BT o oz M smom g0 som st amionseo Ry —

O INv0288  ibztest wouz0za OHPATE e sa0000  s000 000 $400.00 AUTHORISED [ # [ oetis [-]

Fees, Billing & Payments

Mrs H Parr & Mr B Parr
ser

Invoices for Mrs H Parr & Mr B Parr

Amount Amount  Amount
) imvoiceNo  Reference DueDate ol paid  Alocated Due sttus
@ NV10237  Test2022MX  20/02/2023 " s1as2500 000 $000 $1452500 AUTHORISED CEINER
V10241 Test2022MX 11 31/03/2023 Mo $14525.00 s000 5000 $1452500 vooeo @ (OGN
O INV.10250  2022TestMX 12 27/02/2023 o $1452500 000 $000 $1452500 AuTHORISED GEIEER
Overven O WvoI0ss JzTestwx20  z702z2023 = S1a52500  $50000 S000 $1402500 AUTHORISED Eﬂﬂ%
nstaments 0 NV_10258  Hat-Juiorschool 2010172023 0 s700 00 so00 paD [l

Payments €0} O V10273 test 13/04/2023

m O Nv.02es  ibztest

Eomrd

L]
o som 0 swnoo Aumionseo (TN [ T oeete |

¢ Update Invoices from Xero/Dynamic

For schools that integrate Fees, Billing & Payments with Xero, when a prepayment is updated from Xero,
details of any refunds that have been processed for the prepayment in Xero are retrieved and displayed
in Sentral.

¢ Push Invoices to Xero/Dynamic
¢ Push Payments to Xero/Dynamic
¢ Push Invoices & Payments to Xero/Dynamic
¢ Void or Credit Invoices
¢ Download Invoices from Xero/Dynamics (Zipped PDFs)
¢ Receive a Payment
¢ Refund
e Publish to Portal
Send Payment Requests
¢ Unpublish from Portal

¢ Resolve Invoices.
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View invoice details

Overview

Use the information in this topic to perform tasks available via the Details menu on the Invoices screen:

¢ Generate Invoice in PDF

¢ View Invoice in Xero/Dynamic
¢ View Debtors Credit Notes

¢ View Debtor's Overpayments
¢ View Debtor's Prepayments

¢ View Invoice History.

Steps

1. Select the menuicon

The Fees, Billing & Payments home screen displays.

and choose Fees, Billing & Payments.

2. Select Registers in the left menu and choose Debtors Register.

The Debtors Register screen displays.

Fees, Billing & Payments

Debtors Register

Registers & Debtor Search

Students Register

D pebter Type:
Inveice Register

Dinstaiment Plan
Payments Register
Dinclude Flags:
Credit Notes Register
D Exclude Flags:
illing

O only with the following selected invoice

Invoice Greation
O bebtor Communication:

Invoice Adjustments
Dinvoice creation date range
R Dinvoice due date range

Histery O Enralments Type
Imports - DOgalance:

Exports DO pebtor Status:

O only with spiit billing responsibilities?
O show debiors of any of the debtor contacts that has not linked to Portal User?

O Show debtors with none of the debtor contacts that has linked to Portal User?

O only with exclusive portal invoices?

3. Do one of the following to select a debtor:

wSearch Fees, Billing & Payments Q

i

a. Inthe Debtor Search box, type the name of the debtor and select m

See "Search debtors"” on page 26

b. Select to view a list of all debtors, and then select a debtor.

’ SENTRAL
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4. Under Debtor Overview in the left menu, select Invoices.

The Invoices screen for the debtor displays.

Fees, Billing & Payments

0 invoie Due ate
0 Student Exit Date

Bilog Period

Mr bz Jackson & Mrs Rabz

[———— o) (8 v

Invoices for Mr Ibz Jackson & Mrs Rabz Jackson

heton
P v
O ke Reemce [T — St o bad Alecned e s
O o Scbook s B L T T R PR TRt oo o Rl 5 | oo | ]
s crsady sngseiod  onomn s ictste [ ——
st e f— wronons sontat s nan
(@sentral)
oectton fccom[contemer | qunity | ot Amom Do ™ e Ao
ryse—— T QD : o oo orrmor- o ) 10000
Frepomens
Pamentto Dt Wathod Rt [rommmp— Ao ubiay rcavedsy Sus SycadnithXoro Reconclod Sttamont st
ovpaymens wonurco. e o000 e AoTHORSED ves v

o Details . .
5. Select one or more invoices, then select - and choose an option from the dropdown menu.

The options available are determined by the invoice status, and may also differ between schools.

Cr Lo -

| Generate Invoice in PDF

View Invoice in Xero

View Debtor's Credit Notes
View Debtor's Prepayments

View Debtor's Overpayments

View Linked Payment Requests
Refund

View Invoice History

6. Select the portal icon u to view portal users who can view the invoice if published to the portal.
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View credit note details

Overview

Use the information in this topic to perform tasks available via the Details menu and Actions menu on the
Credit Notes screen for a selected Debtor.

Steps

1. Select the menuicon

The Fees, Billing & Payments home screen displays.

and choose Fees, Billing & Payments.

2. Select Registers in the left menu and choose Debtors Register.

The Debtors Register screen displays.

Fees, Billing & Payments

‘Sync with Xero

Registers

Students Register

~

Invoice Register
Payments Register
Credit Notes Register

Billing

Invoice Greation

Invoice Adjustments

Reports

History

Imports

Exports

Debtors Register o

Debtor Search

O pebtor Type:
Dinstaiment Plan
DOinclude Flags:
D Exclude Flags:

O only with the following selected invoice
statuses:

O petror Communication:
Dinvoice ereation date range
DOinvoice due date range

D Enrolments Type

OBalance

O pebtor Status:

D only with split billing responsibilities?

Oshow debtors of any of the debtor contacts that has not linked to Portal User?
I Show debtors with nene of the debtor contats that has linked to Portal User?

O only with exclusive portal invoices?

3. Do one of the following to select a debtor:

w Search Fees, Billing & Payments Q

a. Inthe Debtor Search box, type the name of the debtor and select m

See "Search debtors" on page 26

b. Select to view a list of all debtors, and then select a debtor.

4. Under Debtor Overview in the left menu, select Credit Notes.

The Credit Notes screen for the debtor displays.

Fees, Billing & Payments

Mrs H Parr & M B Parr

«Search e

Filters

Alocation tatus Unatocated) (_partaly Alocated ) (80 Flly located Sesdtoxero Syced) (B Rotsmeed]
Alocatons syncad o -

(8 Sced) (B Norsymeea]

oy =]

0 Fiter by reation Dte (0 Fiter by Alosaton Date

Credit Notes for Mrs H Parr & Mr B Parr

L Credit Note No Date Total Remaining Credit Status ‘Synced with Xero

0 craoss 1610972023 5500 om0 AuTHORISED "o

O w0008 s00772006 o om0 o0 ves

O wro_to0018 soo7r2028 swa00 o0 o ves

5. Choose filters and select m .
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6. Select one or more credit notes, then select ﬂ and choose an option:
¢ Allocate to Outstanding Invoices
¢ Generate Credit Note in PDF
¢ View Credit Note in Xero

¢ View Credit Note History.

Actions
7. Select one or more credit notes, then select and choose an option:
¢ Update Credit Notes from Xero/Dynamics

¢ Push Credit Notes to Xero/Dynamics.
Action prepayments from debtor overview

Overview

The Prepayments screen provides information on prepayments made by debtors.
The Actions menu on a debtor's Prepayments screen allows you to:

¢ generate a prepayment PDF.

The details menu on a debtor's Prepayments screen allows you to:

e view a prepayment in Xero/Dynamics.
Note: Prepayments can only be pulled into the Fees and Billing module from your school's FMS.

Steps

1. Select the menuicon and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Debtors Register.

The Debtors Register screen displays.

Fees, Billing & Payments

Debtors Register °

——
e | e |

Registers

Impons

PO S SR SR SR Y

Exports

3. Do one of the following to select a debtor:

a. Inthe Debtor Search box, type the name of the debtor and select m

See "Search debtors"” on page 26

b. Select to view a list of all debtors, and then select a debtor.
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Under Debtor Overview in the left menu, select Prepayments.
The Prepayments screen for the debtor displays.
a. Search for a debtor.

See "Search debtors" on page 26

b. Select to view a list of all debtors, and then select a debtor.

Under Debtor Overview in the left menu, select Prepayments.

The Prepayments screen for the debtor displays.

Prepayments for Mr Don Skywalker & Mrs Rose Skywalker

Tl RemainingCre redit Status Synced vith Xero

zzzzzzzzzz

Actions
Select one or more prepayments, then select and choose Generate Prepayment PDF.

Detail
Select u next to an invoice number to view prepayment details.
Additional information displays below the invoice.

Select the Details arrow to view the prepayment in your school's Financial Management System.
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View overpayments from debtor overview

Overview
The Overpayments screen provides information on overpayments made by debtors.

View a flow diagram that describes what happens.

= Invoice Generate next Overpayment
g updated o the billin Sentral
g point that there and push to
3 is a balance of Fus s
260 overpayments End
I ry Process
Update Invoices from FMS Uptate invoices from FMS
A

TN

N Take an
T foca
s BRI kg oveipayment in Invoice created LRI
£ ./ A overpayment

Start
Process

Note: Overpayments can only be pulled into the Fees and Billing module from your school's
FMS.

Steps

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and chooseDebtors Register.

TheDebtors Register screen displays.

Fees, Billing & Payments w Search Fees, Billing & Payments =3

=
T,
]

Registers ~ Debtor Search

Students Register Search [y

D pentor Type:

Invoice Register

Dinstaiment Plan
Payments Register

Dinclude Flags:
Credit Notes Register

D Exclude Flags:
Billing v

O Only with the following selected invoice

. statuses:

Invoice Creation v

O pettor Communication:
Invoice Adjustments ~

Dinvoice creation date range
= Dinvoics due date range
Histery h D enrolments Type
Imports. ad Dgalance
EoTE v DO pebtor Status:

D only with st billing responsibilities?
I show debtors of any of the debtor contacts that has nat linked 1o Portal User?
[CJshow debtors with none of the debtor contacts that has linked to Portal User?

DO only with exclusive portal invoices?

3. Do one of the following to select a debtor:

a. Inthe Debtor Search box, type the name of the debtor and selectm.

See "Search debtors"” on page 26

b. Select to view a list of all debtors, and then select a debtor.

4. Under Debtor Overview in the left menu, selectOverpayments.

The Overpayments screen for the debtor displays.
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5. Selectthe udropdown arrow and chooseView Overpayment in Xero/Dynamics.

6. Select a to view more information about the overpayment.

Additional fields display beneath the overpayment.

View subsidies associated with a debtor

Description

A subsidy is used when a payment has been made on behalf of a student, to be allocated to a current or future
invoice.

Steps

1.

in Fees, Billing & Payments, do one of the following:
a. Search the name of a debtor.

See "Search debtors"” on page 26

b. Select to view a list of all debtors, and then select a debtor.

The Debtor Overview screen for the selected debtor displays. If there are subsidies associated with the
debtor, you'll see a number beside Subsidies in the left menu.

Under Debtor Overview in the left menu, select Subsidies.

The Subsidies screen for the debtor displays. Any subsidies found are listed.

Subsidies - 1 Found
& L Academic
-

[ MrsHPar&MiB 2024 10000 000 10000
Parr

Allocated
Amount

Subsidy

Subsidy Unallocated
Amount Amount SubsidyType  Received
Kayaking

Subsidy

05/08/2024
Debtor Overview ~

‘Show resul

View information about a subsidy:
¢ Academic Period

¢ Subsidy Amount

¢ Allocated Amount

¢ Unallocated Amount

e Subsidy Type

e Subsidy Received

e Label to indicate status.

To mark the subsidy as received:

a. Select the checkbox next to the debtor(s).

™

Actions
b. Select and choose Mark as Received.

‘ SENTRAL
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Add New Subsi
5. To add a new subsidy, select .

Add New Subsidy

Subsidy Type Academic Period

| Kayaking subsidy - | 2024

Subsidy Amount Subsidy Received

oE -

6. In Add New Subsidy, complete details for the new subsidy.
a. Subsidy Type - select from the list.
b. Academic Period - select from the list.
c. Subsidy Amount - enter the amount.
d

Subsidy Received - select Yes or No.

e. Select m
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View email notifications sent to a debtor

Overview

Use the information in this topic to view a list of email notifications sent to a debtor.

Steps

1. Select the menuicon
2. Search for the debtor.

and choose the Fees, Billing & Payments module.

The selected debtor's overview screen displays.
3. Select Debtor Overview in the left menu and choose Notifications.

Notifications for the selected debtor are listed.
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Credit notes register

Overview

The Credit notes register enables you to look for specific credit notes based on search criteria.

Search credit notes

Select the menuicon s+e and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
Select Registers in the left menu and choose Credit Notes Register.

The Credit Notes Register screen displays.

Fees, Billing & Payments [+searcn Fees, piting & Payments Q
Registers ~
Alloctions synosd o]
— e (8 omeee] (@ v
(] Filter by Creation Date (] Filter by Allocation Date
Debtors Register

Payments Register

Credit Notes Register

Billng 4

Credit Notes

O creditNoteNo Creation Date Debtor 1D Debtor Name Total Remaining Credit Syncto Xero

Invoice Creation v

Under Filters, choose options for your search, and then select .
¢ Allocation Status

¢ Filter by Creation Date

¢ Synced to Xero/Dynamics

¢ Allocations synced to Xero/Dynamics

¢ Filter by Allocation Date

Credit Notes matching your search criteria are listed.

r— a

Fees, Billing & Payments

‘Syn with Enolments

Filters

Allocation Status  Partially Allocated

Registers ~

Students Register

Debtors Register Credit Notes - 7

S sctore
Payments Register [ CreditNoteNo.  CreationDate  DebtorID  Debtor Name Total  Remaining Credit Sync to Xero
O oo wosam 18 e dsckMsdocks M Maggeuock 55000 1000 s =38
[Sv—
O cuams  ovam ve weawsHose 200 2200 s =38

4. Under Filters, do any of the following:

a. Select m to clear all filters.
Export
b. Select to export search results to a CSV file.

c. Select m to refine filters.
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5. Under Credit Notes, do any of the following:

. Detail
a. Select the checkbox next to a credit note number and then select u

Information about the credit note displays below the row.

[ creditNoteNo.  Creation Date  Debtor ID  Debtor Name Total  Remaining Credit Sync to Xero
O  cr.3o001 24/03/2022 158 Mr Jack Murdock & Mrs Maggie Murdock 500.00 0.00 Yes
Credit Note Details

Created By Update at Fully Paid at Reference Status
Alex Reed (@Sentral) 01/11/2023 24/03/2022 none PAID

Line Item Details
Description  Student Account Cost Centres  Tax Code Unit Amount  Quantity Line Amount ex-GST(donotinclude tax)  Tax  Gross Amount

Covid none Tuition Fees  non: e EXEMPTOUTPUT 500.00 1 500.00 0.00 500.00

Detail
b. Selectthe checkbox next to a credit note number, select the arrow u and choose a menu
option.

¢ Allocate to Outstanding Invoices

¢ Generate Credit Note in PDF

¢ View Credit Note in Xero/Dynamics
¢ Edit Credit Note in Xero/Dynamics
¢ View Credit Note History.

Actions
6. Under Credit Notes, select one or more credit notes, select and choose a menu option:
¢ Update Credit Notes from Xero/Dynamics

¢ Push Credit Notes to Xero/Dynamics.
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Payments reqister

Overview

The Payments register enables you to look for specific payments based on search criteria.

Search payments
Follow these steps to perform a payments search.

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Registers in the left menu and choose Payments Register.

The Payments Register screen displays.

Fees, Billing & Payments » Search Fees, Billing & Payments Q
repayments and Overpayments can only be pulled into Fees and Billing module from FMS.
Bl il Pr d Ov ly be pulled into Fe d Bill dule from FMS.
Sync with Enterprise
Payment Type (9 Payment ) (@ Prepayment | [ overpayment ] Unallocated | (0 Partially Allocated | [ Fully Allocated
Registers ~
Students Register Payment Status (@ autHoriseo | (@ peLeTeD | (@ creomep | Syncedto X
Available for Payment ynced to Xero (B symeed)
(@ synced] ot Synce
Debtors Register Payment Method ©add

Available for Paymer (] Filter by Prepayment Overpayment Allocation Date
Invoice Register

Payments Register I

() Filter by Payment Date

Credit Notes Register m
Billng v
Payments
Invoice Creation v
Invoice Adjustments v

[ DocumentNo Payment Type Debtor ID DebtorName Payment Date Payment Method ~Payment Amount ~ Allocated Amount Unallocated Amount Status Syncd to Xero

3. Under Filters, choose options for your search, and then select m .
e Payment Type

¢ Payment Status

Payment Method - select o Add and choose a payment method to include as a filter
¢ Filter by Payment Date

¢ Allocation State

¢ Synced to Xero/Dynamics

¢ Filter by Prepayment Overpayment Allocation Date

Payments matching your search criteria are listed.

0 renz07ss payment 183 sweres erTros

) Reez070 payment 205 suorms eFTros

71 Rep 20767 payment 208 I
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4. Under Filters, do any of the following:

a. Select m to clear all filters.

Export
b. Select to export search results to a CSV file.

c. Select m to refine filters.

5. Under Payments, do any of the following:

Detail
a. Select the checkbox next to a document number and then select u

Information about the payment and linked invoice displays below the row.

b. Select the checkbox next to a document number, select the arrow and choose a menu option.
¢ Print Receipt

¢ View Linked Payment Request

¢ View Payment History.

Actions .
6. Under Payments, select one or more payments, select - and choose a menu option:

e Push Payments to Xero/Dynamics

e Update Payments from Xero/Dynamics.
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Billing runs

Overview

The purpose of a billing run, or cycle is to capture the relevant information for the invoices that get generated to
debtors. These may be items such as annual school fees, uniform fees, P & C contributions in one bill.
Therefore, if you only have one item to charge a household (for example library book fees, or Year 5 excursion
to the zoo), go straight to Debtor Fees or Subject Fees.

Charging fees

Sentral recommends breaking up fee charging using these three methods:
e Billing run

e Debtor fees billing

e Stand alone invoice.

Source of student information
Billing runs are for fees per student.

A billing run will take the student information from the Enrolments module and charge them based on your
school’s fee structure and configuration settings. All changes will need to be made in the fee structure or
configuration and then the billing run reattempted.

@ Tip: Sentral recommends that a billing run is used for the majority of fees.

Before you begin
You need a Billing Period (created in Setup).

Billing fee setup
Billing periods

Create student fees billing run

Steps

There are five stages in the Billing Run workflow:
e Getting started

» Select debtors

* Fees

* Feereview

e Finish.

Workflow stage - Getting started

1. Selectthe menuicon s and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 52
‘ SENTRAL |


../../../../../Content/C-Finance-Finance-Topics/Finance NSW DoE User Guide Topics/Billing Fee Setup/Billing Fee Setup.htm
../../../../../Content/C-Finance-Finance-Topics/Finance NSW DoE User Guide Topics/Billing Fee Setup/Billing Periods.htm

2. Select Billing in the left menu and choose Student Fees Billing.

The Getting Started page of the workflow displays.

3. Select the billing period from the list.

Creating the billing period in Setup Fees, Billing & Payments is a prerequisite. See [insert cross reference]
4. Enter a name for the billing run.

If you don't enter a name, it will default to the name used for the selected billing period.
5. Select the Academic Period

6. Specify whether to include students' subjects in the billing run.

7. Select m

Workflow stage - Select debtors
1. Use the search criteria to select who to bill.
2. Add selected students students/debtors.

3. Remove individual students if required.

4. Select m

The Fees page of the workflow displays.
tSS SRR wwNW

1. Geting Started 2 Select Deblors 3. Fees 4 Foe Revew 5. Finish

Current Billing Run

Hame

hat would you like to bill?
28072020 Select one or mors Fae Types from the lst below:

Curment Biling Period i from The, Jul 23, 2020 b5 Thu, Dec 31, 2020 Fea Tyoe 1
FeeType 2

FeeType 3

Fee Type

o Acsdemic Petiod

Workflow stage - Fees

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 53
’ SENTRAL |



1. Select one or more fee types from the list.

2. Select m

The Fee review page of the workflow displays.

Workflow stage - Fee review
1. Review the summary of what was selected for the billing run to verify that it is correct.

The summary lists the school years that will have fee types applied, as well as the account to be used.
Some of the information is read only.

2. Deselect checkboxes next to any fee items that you do not want to be charged in the billing run.

3. Change any individual fee items GL for the billing run.

4. Select m

The Finish page of the workflow displays.

Workflow stage - Finish
1. View details for the entire billing run.
2. Perform checks on the following items:
¢ Students are receiving the correct fee items
¢ Students are being charged the correct amount
¢ Students are getting their correct Sibling discount and Flag based discounts

» Debtors who are on an instalment plan are having their invoice amount broken up into the correct
number of instalments and the invoice date and due date is correct.

¢ The totals of the billing run are roughly what the school was expecting
3. Check Errors.

This lists any students for whom no bills will be generated.
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4. Click the student’s name to correct the issue.
5. Check the Bill Generation Summary.
The summary lists the number of bills to be generated and those that will not.

6. Select Process Billing.

Create debtor fees billing run

Overview

The Debtor Fees Billing screen allows you to charge fees per family rather than per student. This type of billing
run allows your school to charge an amount to a family as opposed to a student.

You cannot set Family amounts to attract sibling discounts or flag-based discounts, but you can edit or
discount the amounts per family as needed.
Debtor fees

Debtor fees are a billing item. This means that debtor fees can be processed and consolidated into an invoice
run along with other debtor fees or billing runs.

Tip: This gives the your school the ability to charge bills in a variety of ways while presenting one
invoice to parents.

Steps

1. Select the menuicon ses and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. SelectBilling in the left menu and choose Debtor Fees Billing.

The Debtor Fees Billing screen displays.
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3. Under Settings, complete details for the adhoc billing run:
a. Enteraname.
b. Select an academic period.
c. Select one or more enrolment types.
d. To bill only debtors with particular flags, select those flags in the Include Debtor Flags field.

i. Selectthose flags in the Exclude Debtor Flags field.

o

Select the billing period.

-

Select the fee.

Date - defaults to today's date. Update if required.

7 @

Due Date - defaults to today's date. Update if required.

Select one or more options for 'Debtors with students in year levels'.

j- Select ﬁ to view the list of debtors.

The Billing Items - Preview screen displays.

Billing toms - Praview (4 Found) [ Lon ] Seo ]

4. Do any of the following for any household listed:
a. Select to remove the household from the billing run.
# Edi
b. Select to edit the amount, add a quantity or discount.

5. Select m to initiate the debtor fees billing run.

Any fees that have already been used in generating the bills for the selected debtors will not be billed again
and will skip over those debtors.

Taxes on the billing items are automatically calculated when you run the ad-hoc billing run. The tax-rate
linked to the fee determines how much the billing item is taxed.
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Create subject fees billing

Use the information in this topic to create bills for students based on subject fees.

The bills created this way do not have students linked to them and are raised as a household (family) bill.

Before you begin

The 'Allow Billing by Subject' configuration setting needs to be set to Yes before this option is available in the
left menu.

Steps

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Billing in the left menu and choose Subject Fees.

The Subject Fees screen displays.

Subject Fees m

Subject Fees allows you to create bills for students with subjects.
Settings

Set Name for this Billing Run * Date Due Date

Academic Period Billing Period

2024 M Term 12022

Enrolment Types Fee Types Students in year levels
Choose a value... v || Enrolled - Active % | | Enrolled - Active (Pending) X Cheose a value... - Choose a value...

External x

3. Under Settings, complete details for the adhoc billing run:
Enter a name.

Select an academic period.

Select one or more enrolment types.

Select the billing period.

Select one or more fee types.

-~ ® 2 o T o

Date - defaults to today's date. Update if required.
Due Date - defaults to today's date. Update if required.

J @

Select one or more options for 'Students in year levels'.

Select m to view the list of students and responsible debtors.

The Billing ltems - Preview screen displays.

4. Do any of the following for any household listed:
a. Select to remove the household from the billing run.

Edit
b. Select to edit the unit fee, quantity or discount.
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5. Do one of the following:

a. Select m to initiate the billing run.

Any fees that have already been used in generating the bills for the selected debtors will not be billed
again and will skip over those debtors.

Taxes on the billing items are automatically calculated when you run the subject fees billing run. Tax-
rate linked to the fee determines how much the billing item is taxed.

b. Select to generate a CSYV file containing the billing items.
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Manage mismatched billing items

Steps

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Billing in the left menu and choose Mismatch Billing Items.

The Mismatch Billing ltems screen displays. This is used for future billing item instalments that have
different accounts and fee cost centres.

Sync with Enrolments Filters
Syne with Ent
Fite by il s

[0 -
P

Registers v
Billing o Mismatch Billing Items

Billng Please note that this is used for future billing item instalments that has different accounts and fee cost centers.

There is a potential risk to use this function for the schools that will update their fee structure's cost center and account id upon different terms/semesters.

Debtor Fees Billing Please also make sure the Accounts have the same TAX RATE.

Subject Fees There are no future billing items have different account and cost centers compare to the fee settings in fee structure.

Mismatch Billing Items
Invoice Creation hd

Filt
Under Filters, select a billing run, and then select .
4. View the billing items with different accounts and fee cost centres.

Confirm that the accounts have the same tax rate.

6. Select
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Bill future year students

Overview

Use the information in this topic to bill students for future years.

Perform a billing run

Prerequisites

The students that you are billing need to have enrolment records for the academic period you are billing for.

You need to have a billing period set up for the billing period to be used for the billing run.

@ Example: There are two scenarios:
1. If you're a high school and you've got new Year 7 students enrolling for the next year, you

have to have an enrolment record created.

2. Ifyou've got this year's students and you want to bill them for next year's fees, you need to
have done your enrolments rollover for the following year.

Steps

1.

‘ SENTRAL

Select the menuicon and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
Select Billing in the left menu and choose Billing.

The billing wizard displays - defaults to Getting Started.
On the Getting started screen:

a. Select the billing period.

b. Enter a name for the billing run.

c. Select the future academic period.

d. Select Next.

The Select Who to Bill screen displays.

On the Select Who to Bill screen:

a. Select search criteria and choose students to be billed.

@ Note: If you search based on the school years as your search criteria, it is going to
search for students based on their enrolment records for the selected academic period.

b. Select Next.

The Fees screen displays.

On the Fees screen:

a. Selectthe Fee Types that you want to bill for, and select Next.
b. Select Next.

The Review Fees screen displays. This screen lists all of the fees based on the Fee Type selected. All fees
are selected by default.

On the Review Fees screen, deselect any fees that don't apply, and select Next.

The Finish screen displays. This shows a summary of the billing items that will be created.
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7. On the Finish screen:
a. Review the billing items.

The billing items have been generated based on the students' enrolment records for the selected
academic period.

Example: If a student will be enrolled in year 8 in the selected academic period, then the
fees that are linked to the year 8 year level will be applied to that student.

b. Select Process Billing to generate the billing items.

The Finish screen displays. This screen summarises the billing run.

Perform an invoicing run

Steps

To generate invoices based on billing items for a future period, do one of the following:
« Select Prepare an invoicing run on the final Finish screen of the billing run.

¢ Navigate to Invoice Creation | Invoice from Fees and use the Filter for specific billing runs option in
the Filtering Optionssection to select the relevant billing runs.

See "Create invoice from fees" on page 64 for more information about creating invoices from billing items.

Publish to the parent portal

Prerequisites

Parents will only be able to see future year invoices or payment requests in the parent portal if at least one of
the following is true:

» Their portal user is linked to one of the relevant debtor's debtor contacts

» Their portal user has an access key for one of the invoice's linked students.

Access keys for future year students
Click here for more details.

If a student is only enrolled in a future academic period, access keys can only be generated for that student if
Sentral has been configured to make future student details available across the platform.

To configure Sentral to make future student details available across the platform:

Select Setup and choose Enterprise Setup.

Select General in the left menu and choose Future students.
Set the Import future students setting to Yes.

Select the required Option for importing future students.
Select Save.

Select Enrolments in the left menu and choose Settings.

In the Future Students section, select the required Maximum Start Date and Future Enrolments Type.

© N o oA 0N~

Select Save.

Steps
To publish invoices to the parent portal for a future period:

1. Selectthe menuicon eee and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Registers in the left menu and choose Invoice Register.
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3. Select the required filter options and select Filter to apply them.

. Tick the required invoices in the search results.

5. Select Actions and choose Publish to Portal.

The Publish to Portal Preview screen displays.

Review the details on the Publish to Portal Preview screen screen and select Publish if you want to publish
the invoices to the parent portal.
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Invoice creation overview

Options

You have several options for creating invoices. This includes:
* Invoice from fees

e Standalone invoice

* Donations

e Invoice uploader

* Invoice + receipt.

What is an invoice run?
A bill run gathers the information. The invoice run generates the invoice linked to the billing run.

An invoicing run can contain as many billing runs as you want. This allows you to combine billing wizard runs
and household billing runs in one invoice run. One invoice for the parents that has the entire fee structure.

Create invoice from fees

Overview
Invoicing runs link to previously created Billing runs, and are used to produce invoices on demand from those
runs.
Steps
1. Select the menuicon EEE and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. SelectInvoice Creations in the left menu and choose Invoice from Fees.
The Invoicing Run screen displays.
3. Under Settings:
a. Enter a name for the invoice run.
b. Add aninvoice reference.
4. Under Filtering Options, select the dates, billing period and run, specific debtors or students and fee types.
Under Invoice Options:
a. Select the invoice date and due date.
b. Select the invoice template.
c. Selecta Group by option:
¢ Debtor - to have one invoice per debtor
¢ Student - to have one invoice per student
¢ Debtor & Due Date
e Student & Due Date.
6. Specify whether to allow online payment schedules.

 Ifyou select Yes, then the invoice can be paid off by instalments via Sentral Pay. An additional field
displays. Select the payment schedule templates that should be available for the invoices.

¢ Ifyou select No, then the invoice has to be paid in one payment via Sentral Pay.
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7. Select m to preview the invoice run before sending.
8. The Invoices - Preview screen displays.

Invecing un - (micing)

. . . . Details . . . . . e
9. Preview invoice information. Select - next to an invoice to view information about an individual.

10. Select m to initiate the run.

A Filters screen displays on completion of the invoice run.

11. Do any of the following:

Filt
a. Choose filters and then select .

Invoices - Preview (29 Found) m

Invoice Date Due Date Debtor Name Sub Total Tax Amount Total Amount
08/08/2024 26/09/2024 Mr Jack Murdock & Mrs Maggie Murdock $54,350.00 $0.00 $54,350.00 Details

08/08/2024 26/09/2024 Howard Stark $10900.00 $0.00 $10.900.00
08/08/2024 26/09/2024 Mr Freddy Flintstone & Mr Peter Quill $60,934.54 §17.46 $60,952.00

Export
b. Select .

c. View and action invoices relating to the invoice run.
If debtor has unallocated credit notes, a warning symbol displays next to their name

d. Select one or more checkboxes next to invoices or all invoices to process.

Manage invoices

Use the information in this topic to manage the invoices that have been created.

Action invoices
1. First, create an invoice.

See "Create invoice from fees" on the previous page

Invoices - 1 Found

Amount Amount  Amou Update Invoices frem Xero
[J Inveice No Reference Due Date  Debtor Name Students Total Paid Allocated D{ push Invoices & Payments to Xero
2024 Billin, Mr J C
NG 3170142024 M IO anan $1000.00  $1,000.00 $0.00  $0( VOIDor CREDIT Invoices

INV_10474
run Jacksen Jacksen
Download Invoices from Xero (Zipped PDFs)

Show red Receive a Payment
| Refund
Publish to Portal
Send Payment Requests
Unpublish from Portal
Resolve Invoices
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Actions .
2. Select and choose a menu option:

¢ Update invoices from Xero

¢ Push Invoices & Payments to Xero

¢ VOID or CREDIT invoices

¢ Download invoices from Xero(zipped PDFs)
¢ Receive a payment

¢ Refund

¢ Publish to portal

¢ Send payment requests

¢ Unpublish from portal

* Resolve Invoices.

View invoice details
1. First create an invoice.

See "Create invoice from fees" on page 64

2. Select the linked debtor or student name.

Either the debtor's overview screen or student's over screen displays, depending on which link you
selected.

Invoice Amount Amount Amount
O No Reference Due Date | Debtor Name Students Total Paid Allocated Due Status

O — RefundRegressionSingleSentralPay  31/01/2022| Mr & Mrs Jacobson &  Aliza Jacobson | $400.00  $210.00 $0.00 $190.00 AUTHORISED [ Erleyree E=Een

3. Select the Details arrow u and choose an option from the list.
¢ Generate invoice in PDF
¢ View invoice in Xero
¢ View debtor's credit notes
¢ View debtor's prepayments
¢ View debtor's overpayments
¢ View linked payment requests
¢ Refund

¢ View invoice history.

4. Select n to view details of who can view the invoice if it is published to the portal.
5. Hover over the 'i' symbol in the details section to view fee details.

Fen Details

Fee: F3 Fee (F3)
Fee Group: Defaull Fee Strudhune (DFS)

Fea Type: Fee Type 3
Fes Uit Amsount: 1000.00
I= Enforceable: Yes

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 66
‘ SENTRAL |



6. Hoverover A to view unallocated credit notes.

y

Unallocated Credit Notes

C5209-553 — S0L00
C52059-554 — 104.00
CRD: D03 — 450000
C5209-561 — 150.00
C5209-562 — 505.00
C52059-563 — 550.00
C5209-565 — 550,00
C52059-566 — 550.00
C52009-561 — 150.00
C5201%-561 — 150.00
C52029-561 — 150.00
C52035-561 — 150.00
C52045-561 — 150.00
(52245 561 — 150.00
C52250-561 — 150.00

Details u o
7. Select- next to an invoice.

Additional information displays below the invoice number.

Line ltems display with applicable details. This includes account information, cost centre, discount and tax
amounts. Tax rates display at the line-item level so that invoices with multiple different tax items on the
same invoice are listed separately.

Reference  DueDate  Debtor Name Students Total  AmountPaid  AmountAllocated  AmountDue Status

3 Fees2025 23092024 MrlessieAshwood A  PeterAshviood  $15,000.00 5000 S000 1500000 AUTHORISED  (ECNTERS CRTI EXrrrnen

O mvoice N

O IN22s-2201

Description
Invoice Run Created Created By Billing Period Billing Run Reference Invoice Date Branding Template Last Synced

James Macdonald
Fees 2025 0810412024 11:39 nore none Fees 2025 081042024 Savage Xero 1 08/0472024 11:40
Macdonald (@Sentral)

Line Items
Student Description Account Cost Centres Quantity Unit Amount Discount Tax Line Amount (incl Tax)

Pete Ashuood Fess 2025 Other Income (0425) DED 1 15,000.00 0.00 ExemprouTpuT -0% [ 15,000.00

Show resuts 50 v 1 Ne

Create a standalone invoice

Overview

Standalone invoicing allows you to create the billing and Invoicing process in one template, and define multiple
line items.

Use this option when your school wants to charge a fee to a student or debtor independently of a school year,
subject or flag.

This allows your school to combine the billing run and invoice run into one action that can be edited per line
item. Common uses are for excursions or fee types that are not recurring, such as instrument hire and
enrolment fees.

Steps

1. Selectthe menuicon sss and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. SelectInvoice Creation in the left menu and choose Standalone Invoice.

The Standalone Invoice Run - (Billing + Invoicing) screen displays.
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3. Under Settings:
a. Enter a name for the standalone invoice run.
b. Add an invoice reference.

This is the description of the invoice to be populated externally (FMS and Statement of Account) For
example, Zoo trip.

c. Selectthe invoice date and due date.

d. Use the Line Items section to specify the Description, Account, Tax rate, Cost Centres (if applicable)
and Amount for each line item.

i. Toadd additional line items, select the Add Line Item option.

Tip: The Item field is optional. You can use it to prefill a line item's details based on a
fee item from the school's fee structure. If required, you can modify the prefilled line

@ item details for the current invoice (for example, by changing the Description or
Amount). These modifications will apply to the current invoice only. They won't
update the details of the selected fee in the school's fee structure.

Tip: All specified line items will apply to all selected students/debtors. Even if you've
used the Item field to prefill a line item's details based on a fee from the school's fee
structure, that line item will apply to all selected students/debtors, regardless of the
year levels, flags, or subjects that have been set for the selected fee.

the details of that fee, then select a Year 9 student for the invoice, the "Year 8 Tuition

@ Example: If you select a 'Year 8 Tuition Fee'in the Item field to prefill a line item with
Fee'line item will still be applied to the Year 9 student.

e. Select the invoice template - used to display the branding theme when generating a PDF from the
FMS.

4. Selecta Group by option:

¢ Debtor - to have one invoice per debtor

¢ Student - to have one invoice per student.
5. Ifapplicable, link invoices to a specific activity.

Once linked, you can track and pull out all invoices data related to the activity.
6. Select the academic period.

Only students from the selected academic period will be retrieved when you search by school years, roll
classes, classes and activities.

7. Specify whether to allow online payment schedules.

* Ifyou select Yes, then the invoice can be paid off by instalments via Sentral Pay. An additional field
displays. Select the payment schedule templates that should be available for the invoices.

¢ If you select No, then the invoice has to be paid in one payment via Sentral Pay.

8. Select who to invoice.
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Select who to Invoice Selected Debtors/Students

Select search low and then click Search Students or Search Search Student Search Debtors
————— [0 Include Inactive Students [0 Include Inactive Debtors
School Years | Select All <[ |[1x |[2x | [ax |[ax |[5x
Add Student Add Debtor
ox |[7x[ax |[ox |[10x |[11x |[12x
Search Students |~ Search Debtors Add Selected » «Remove Selected Update Amount
Al 2w Amount
9 Groot Quill
L) G Groot Quill s |10
] Jack-Jack Parr
i var - e
Roger Parr
B JuorVader T
9 Roger Parr s 10 @

a. Choose search criteria below and then select or .

Add Selected »

b. Select one or more students or debtors in the results list and then click .
Selected students or debtors are listed on the right.

10. Review the selected debtors/students.

a. Specify whether to include inactive students.

Tip: To find and invoice inactive students, select the academic period in which they were
most recently active.

b. Search for specific students or debtors to add.

« R Sel d .
c. Select to remove any debtors or students who should not be billed.

d. Select Update Amount

11. Select .

The Adhoc Invoicing Preview screen displays. Select m to return to the previous screen and make

if you changed the amount to be billed.

adjustments.
Ad Hoc Invoicing - Preview (4 Found) m
Invoice Date Due Date Debtor Name Sub Total Tax Amount Total Amount
07/08/2024 25/09/2024 Mr | Vadar $100.00 $0.00 $100.00
07/08/2024 25/09/2024 Ms L Vadar $100.00 $0.00 $100.00
07/08/2024 25/09/2024 Smiths Doctors Clinic $200.00 $0.00 $200.00
07/08/2024 25/09/2024 Mrs H Parr & Mr B Parr $400.00 $0.00 $400.00
Total: $800.00 $0.00 $800.00

12. Do any of the following:

. . . . Details
To view invoice details, select - .

* To export, select m .

To generate the invoice run, select m :

The screen updates and displays under Registers Invoice Registers. The name of the invoice run
displays under Filters.
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13. Do any of the following:
a. Select Show more filters to apply additional filters.

b. View or action invoices relating to this run.

If the debtor has unallocated credit notes, a A displays next to the debtor’'s name.

Filters

Invoice Runs

Invoices - 1 Found

O invoice No

@ INV_598544648 2024Term1 26/09/2024 MrsHParr&MrBParr &  none

$000  $100000 AUTHORISED [ # | oeuis | -]

Total Amount Paid Amount Allocated Amount Due Status

Show results « | Prev Next

14. To perform actions on the invoice created, see "Manage invoices" on page 65

’ SENTRAL
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Create invoice + receipt

Overview

Receipting allows you to create the Billing and Invoicing, and process Payments all in one template. You can
define multiple line items for an invoice+receipt.

This method is often used for low-cost fee collection when students bring in permission notes and money to
class. They can be linked to an activity and be billed to debtors or by student.

Steps

1. Select the menuicon s<¢ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. SelectInvoice Creation in the left menu and choose Invoice + Receipts.

The Invoice + Receipt screen displays.

Fees, Billing & Payments  Search Fees, Billing & Payments Q ]

Invoice + Receipt

Sync with Enrolments

Sync with Enterprise

Receipting allows you to create the Billing, Invoicing and process Payments all in one template.

Sync with Xero Often used for low cost fee collection, when students bring in the permission notes and money to class.
Registers v Settings
Billing V' SetName for this Receipting Run * Date/Time
Invoice Creation ~
Define intenally in Sentral the group invoices that your creation to be searched for in the invoice register.
Invoice from Fees Example: oo Trip - 16/10/2020
Standalone Invoice Payment Method

This payment method will apply to all the receipts that this receipting run generates.

Donations |eFTPOS

1 ; Invoice Reference *
Invoice + Receipt The description of the invoice to be populated externally (FMS and Statement of Account). Example: Zoo trip
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3. Under Settings:

a.
b.

C.

‘ SENTRAL

Enter a name for the receipting run.
Select the payment method to apply to all the receipts generated.
Add an invoice reference.

This is the description of the invoice to be populated externally in the FMS and Statement of Account.
For example, Zoo trip.

Select the invoice date and time.

Use the Line Items section to specify the Description, Account, Tax rate, Cost Centres (if applicable)
and Amount for each line item.

i. Toadd additional line items, select the Add Line Item option

Tip: The Item field is optional. You can use it to prefill a line item's details based on a
fee item from the school's fee structure. If required, you can modify the prefilled line

@ item details for the current invoice (for example, by changing the Description or
Amount). These modifications will apply to the current invoice only. They won't
update the details of the selected fee in the school's fee structure.

Tip: All specified line items will apply to all selected students/debtors. Even if you've
used the Item field to prefill a line item's details based on a fee from the school's fee
structure, that line item will apply to all selected students/debtors, regardless of the
year levels, flags, or subjects that have been set for the selected fee.

the details of that fee, then select a Year 9 student for the invoice, the "Year 8 Tuition

@ Example: If you select a 'Year 8 Tuition Fee'in the Item field to prefill a line item with
Fee'line item will still be applied to the Year 9 student.

Select the invoice template - used to display the branding theme when generating a PDF from the
FMS.

Select a Group by option:
¢ Debtor - to have one invoice per debtor

¢ Student - to have one invoice per student

. Select a Bill to option:

e Student - to bill to students.
Invoice line items will show which students the bills are linked to.
e Debtor - to bill at the debtor level.
Invoice line items will not have links to students.
If applicable, link invoices to a specific activity.
Once linked, you can track and pull out all invoices data related to the activity.
Select the academic period.

Only students from the selected academic period will be retrieved when you search by school years,
roll classes, classes and activities.
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k. Specify whether to allow online payment schedules.
¢ If you select Yes, then the invoice can be paid off by instalments via Sentral Pay.
¢ If you select No, then the invoice has to be paid in one payment via Sentral Pay.

4. Select who to invoice.

Select who to Invoice Selected Debtors/Students
Select search criteria below and then click Search Students or Search Debtors button Search Student Search Debtors
S — [ Include Inactive Students [ Include Inactive Debtors
school Years v ‘ Select All v KX |[1x f2x f3x [4x 5%
e Add Student Add Debtor
6x || 7x || Bx |[9x | wx | 11x | 12x
Search Students Search Debtors Add Selected » «Remove Selected Update Amount
a All Al Amount
Groot Quill
a € Groot quil 3D
-] Jack-Jack Parr
Junior Vadar Jack-Jack Parr s 10
] Roger Parr
Junior Vadar s |10
Roger Parr $ 10

a. Choose search criteria below and then select or .

] »

b. Select one or more students or debtors in the results list and then click .
Selected students or debtors are listed on the right.

5. Review the selected debtors/students.

a. Specify whether to include inactive students.

Tip: To find and invoice inactive students, select the academic period in which they were
most recently active.

b. Search for specific students or debtors to add.

« R Selected
c. Select to remove any debtors or students who should not be billed.

d. Select Undiate Amount

G
6. Select .

The Adhoc Invoicing Preview screen displays. Select m to return to the previous screen and make
adjustments.

if you changed the amount to be billed.

Ad Hoc Invoicing - Preview (4 Found) m
Invoice Date Due Date Debtor Name Sub Total Tax Amount Total Amount

07/08/2024 25/09/2024 Mr | Vadar $100.00 $0.00 $100.00 m
07/08/2024 25/09/2024 Ms L Vadar $100.00 $0.00 $100.00 m
07/08/2024 25/09/2024 Smiths Doctors Clinic $200.00 $0.00 $200.00 m
07/08/2024 25/09/2024 Mrs H Parr & Mr B Parr $400.00 $0.00 $400.00 m
Total: $800.00 $0.00 $800.00
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7. Do any of the following:
* To view invoice details, select .

* Toexport, select @ .

To generate the invoice run, select m )

The screen updates and displays under Registers Invoice Registers. The name of the invoice run

displays under Filters.

8. Do any of the following:

a. Select Show more filters to apply additional filters.

b. View or action invoices relating to this run.

If the debtor has unallocated credit notes, a A displays next to the debtor's name.

Filters

Invaice Runs fees (08/08/2024)

Invoices - 1 Found

O Invoice No Reference  Due Date Debtor Name Students Total AmountPaid AmountAllocated Amount Due Status

8 INV_598544648 2024 Term1 26/09/2024 Mrs HParr& MrBParr & none $1,000.00

§0.00  $1,000.00 AUTHORISED .

Show results « | Prev Next

9. To perform actions on the invoice created, see "Manage invoices" on page 65

’ SENTRAL
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Invoice adjustments

Create a credit note

You may need to review and adjust invoices. This menu option allows you to create an adhoc credit note for a
debtor.

Steps

1. Select the menuicon ses and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Invoice Adjustments in the left menu and choose Credit Note.

The Create a Credit Note screen displays.

Create a Credit Note
This interface allows users to create an adhoc credit note for a debtor.
Settings
Debtor Date Reference
[J Include inactive Debtors 07/08/2024
Isearch debtor ...
Total (without
#  Description Qty Unit Price Account Tax Rate Cost Centres tax)
1 1 s 000 8560 - Bank Loan for Capital .. v | | BAS Excluded (0%) = | | ~select Facutty~ v § 000 o
| ~select School- -
© Add Line Item

Total (without tax) s

3. Under Settings:
a. Specify whether to include inactive debtors.

b. Enter the debtor's name in the search box and select from the options displayed. Repeat until you have
the debtors listed.

c. Selectadate.
d. Enterareference.
4. Enter details for the line item.
¢ Description
¢ Quantity - adjust if required
e Unit price
¢ Account - select an option
¢ Taxrate - select an option
e Cost centres - select the department and faculty options
The amount in the Total column is automatically calculated.

5. Add more line items as needed.
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G
6. Select .

Once created, the credit note displays. Select to view credit note details, line item details and
allocations information.

[ Credit Note No Date Total Remaining Credit Status Synced with Xero

O cr_3o001 24/03/2022 500.00 0.00 PAID Yes

Credit Note Details
Created By Update at Fully Paid at Reference Status

Alex Reed (@Sentral) 01/11/2023 24/03/2022 none PAID

Line Item Details

Description Student Account Cost Centres Tax Code Unit Amount Quantity Line Amount ex-GST(do notinclude tax) ~ Tax Gross Amount
Covid none Tuition Fees none EXEMPTOUTPUT 500.00 1 500.00 0.00 500.00
Allocations

Invoice # Inveice Date Allocation Date Applied Amount Created By Allocation Status Synced with Action
INV_1 24/03/2022 24/03/2022 200.00 Not available AUTHORISED Yes

INV_1 24/03/2022 24/03/2022 300.00 Alex Reed (@Sentral) AUTHORISED Yes

Actions
The menu allows you to Push credit notes to Xero/Dynamics or Update credit notes from
Xero/Dynamics.

Once you push the credit note to your school's FMS, the credit note is applied to the debtor.

The Detail dropdown menu allows you to:

¢ Allocate to outstanding Invoices - the credit note is allocated to the invoice in your school's FMS
¢ Generate credit note in PDF

¢ View credit note in Xero/Dynamics

¢ Edit credit note in Xero/Dynamics

¢ View credit note history.

An error log displays if the credit note has failed to sync to your school's FMS.

[ cRD-1234 12/05/2022 900.00 0.00 AUTHORISED Yes @ View Sync Error

Process diagrams

These diagrams show what happens in Sentral and your school's FMS when you create a credit note and
allocate a credit note.

Create a credit note

L = = = =
Create credit Push credit Allocate credit Allocate credit
note note to FMS note to invoice note to invoice

Start Transaction
Complete

Credit Note Allocate Credit Note
applied to Debtor to Inovice

Allocate a credit note
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Allocate Credit Invoice View Credit

Sentral

Note Updated Note in FIAS
Event

Allocate Credit
\ote

Inveice
Updated

FMS

End
Process

Add new subsidy

Overview

A subsidy is generally an incentive in the form of financial aid or support. Fore example, a fee reduction.

school for a student to be spent on camps, sport or excursions. Your school can choose which

‘ Note: Indigenous Assistance is an example whereby the government allocates money to a
fee type a subsidy can be allocated against when you set up a subsidy.

Steps

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Invoice Adjustments in the left menu and chooseSubsidies.

The Current Subsidies screen displays.
@ Tip: When allocated, a subsidy payment creates a credit note.

Current Subsidies - 8 Found Add New Subsidy Filters

Academic  Subsidy  Allocated  Unallocated ‘Subsidy
Period Amount  Amount  Amount Subsidy Type  Received

0 Fier by Students.

(O MrsHParr&MrBParr 2024 10000 000 100,00 Kayaking ~ 05/08/2024.
(evtan) Subsidy

Allocate to Outstanding Invoices

Registers v

Clear ilers
O MattMurdock (sucen) 2022 0000 30000 000 Refundable 051272022  Apoly e

deposit

Billng v

Invoice Creation v
O LukeCageGuden) 2022 45000 12000 330,00 Abstudy 241102022
Invoice Adjustments ~

Credit Note
0 LukeCage(suden) 2022 45000 000 45000 Abstudy 2471012022

3. Under Filters in the right pane, do any of the following:
a. Filter by Students - search for and select one or more students.
Filter by Debtors - search for and add debtors.

Filter by Subsidy Type - select an option

e o ©

Filter by Allocation - select an option.

filu
e. Select .
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4. If you have not created a subsidy, the landing screen will be blank, and you can then select

The Add New Subsidy screen displays.

zzzzzzz

5. Enter details for the new subsidy.
e Subsidy Type
¢ Academic Period
¢ Subsidy Amount
¢ Subsidy Received.

6. Under Select who to Subsidise:

L Search Sudents
a. Choose search criteria and then select

Add Selected »
b. Select one or more students in the results list, and then select .

Selected students are listed on the right.
7. Under Selected Students:
a. Review the selected students.

b. If required, search for specific students to add.

« R Sel d
c. Ifrequired, select to remove any students who should not be subsidised.

E:d
d. Ifrequired, select next to a student to edit the amount.
efi
e. Select if you changed the amount to be subsidised.

8. Select m

The subsidy can be allocated to an outstanding invoice.

See "View and manage subsidies from student overview" on page 20

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 78
’ SENTRAL |



Sentral Pay User Guide

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 79
‘ SENTRAL



FEES, BILLING AND PAYMENTS USER GUIDE
’ SENTRAL



Contents

Getting started ... . 8
Targetaudience ... 8
CoNteNt 8
OVEBIVIBW L. 8
PermIiSSIONS ... 8
ACCESS ... 8

Fees, Billing & Payments home screen ... ... .. . ... 9

Students register . 11
OVEIVIBW ... 11
Searchstudents ... 11

OVEIVIBW ..o 11
S DS . 11

Student Overview SCreen ... 13
DS CriP i ON 13
Searchforonestudent ... 13
View a student's Enrolments profile ... 14

S DS o 14
Set pre-defined flag against student from Enrolments profile ........................... 15
Add new flag against student from Enrolments profile .................................... 15
Set flags from studentoverview ... 15
Show sibling details from student overview ... ... ... 17
Show classes and subjects from studentoverview ... .. 17
View billing periods information from student overview ... 18
View online bills from studentoverview ... 19
OVEIVIBW ..o 19
S O DS o 19
View and manage subsidies from studentoverview ... 20
Allocate to outstanding invoices ... ... 20

INVOICE regiSter 22
OVEIVIBW ... 22
B S 22
Search forinvoices ... 22

OVEIVIBW .. 22
S DS . 22

Debtors register .. . 25
OVEIVIBW ... 25
B S 25
Searchdebtors ... 26

OVEIVIBW .. 26

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 81
‘ SENTRAL |



‘ SENTRAL

Delete adhocdebtor ... ... 27
Add adebtor ... 28
OVEIVIBW ..o 28

S DS . 28
Generate statement of account from Debtors Register .......................................... 29
OVEIVIBW ..o 29

S DS . 29
Debtoroverview ... 30
Additional funCtions ... 30
Set Flags . 30
Linkto Portal User ... 30
Open Debtorin Xero ... .. 30
Sync Debtorto Xero ... 31
Update from Xero ... .. 31
Edit 31
Show Sibling Details ... .. 31
Show Payment Options ... ... ... 31
Compare Sentral debtor balance with Xero debtorbalance ................................... 32
Manage instalments foradebtor ... ... ... 34
OVEIVIBW ..o 34

S DS . 34
View invoices foradebtor ... 36
OVEIVIBW ..o 36

S DS . 36
Action invoices from debtoroverview ... 37
OVEIVIBW ..o 37

S DS . 37
View invoice details ... 39
OVEIVIBW ..o 39

S DS . 39
View creditnote details ... 41
OVEIVIBW ..o 41

S DS . 41
Action prepayments from debtor overview ... . 42
OVEIVIBW ..o 42

S DS . 42
View overpayments from debtoroverview ... 44
OVEIVIBW ..o 44

S DS . 44
View subsidies associated withadebtor ... 45
DS CriptioON L. 45

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 82



‘ SENTRAL

View email notifications senttoadebtor ... 47
OVEIVIBW ..o 47

S DS . 47
Credit notes register . . 48
OVEIVIBW ... 48
Searchcredit NOtes ... 48
Payments register .. . 50
OVEIVIBW ... 50
Search payments . . 50
BilliNg TUNS . 52
OVEIVIBW ... 52
Charging fees . 52
Source of studentinformation ... 52
Before you begin ... . 52
Create studentfees billing run ... 52
S DS . 52
Create debtor fees billing run ... 55
OVEIVIBW ..o 55
Debtorfees ... ... 55

S O DS 55
Create subjectfees billing ... . 57
Before you begin ... . 57

S O DS 57
Manage mismatched billingitems ... 59
S O DS 59
Bill future year students ... . 61
OVEIVIBW ..o 61
Perform a billing run ... 61
PrereqUISITES . 61

S DS o 61
Perform an invoiCINg FUN ... 62

S DS o 62
Publish to the parent portal ... .. . . 62
Prerequisites ... . 62
Access keys for future year students ... ... 62

S DS o 62
Invoice creation OVEIVIEW ... ... 64
OO 64
Whatis aninvoiCe rUn? ... ... 64
Create invoice fromfees ... 64
OVEIVIBW ..o 64

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 83



‘ SENTRAL

Manage iINVOICES ... . . 65
ACtioN INVOICES ... ... 65
View invoice details ... 66

Create astandalone invoiCe ... 67
OVEIVIBW ..o 67
S DS . 67

Createinvoice +receipt ... ... . 71
OVEIVIBW ..o 71
S DS . 71

Invoice adjustments ... 75

Createacreditnote ... 75

S O DS o 75

Process diagrams ... . 76

Add NeW SUDSIAY ..o 77
OVEIVIBW ..o 7
S DS . 77

Sentral Pay User Guide ... . 79
Getting started ... 87
Targetaudience ... . 87
Content ... 87
OVEIVIEW .. oo 87
Role-based permissions ... 87
Toaccess Sentral Pay ... ... 87
Paymentrequests ... .. . 87
OVEIVIEW .. oo 87
How to manually send an online paymentrequest .................................... 88
Cancel an existing paymentschedule ... ... ... 88
OVEIVIEW .. oo 88

S DS 88
Adjusta paymentschedule ... ... .. 89
OVEIVIBW .. o 89
User permisSiONS ... ... 90

S DS o 90
Review responses received via Sentral Pay ... 91
OVEIVIBW . oo 91

S DS o 91
Sentral Pay paymentschedules ... ... ... 92
OVEIVIBW . oo 92
Scheduling payments ... 92

What do parents see when paying fees via the portal on a scheduled basis?92

Manage scheduled payments ... .. 93

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 84



‘ SENTRAL

OV IV W 93

To manage scheduled payments ... 93
More about statuses ... 94
How does the billing process work? ... ... .. ... 94
What is a non-processing status? ... ... 94
How long does processing take? ... ... 94
Types ofdishonours ... . 94
Run a Settlements report ... ... 94
Manually push invoices to the financial management system ......................... 95
Export successful payments ... 95
Parent portal view ... . 96
OVEIVIBW .. o 96
Publishing to Parent Portal ... ... ... ... .. 96
Payment request notificationemails ... ... 96
Parent steps ... . 97
View paymentrequests ... 97
Select payment requests and amountstopay ... 97
Enter paymentdetails ... .. 98
S U o 98
Parent portal view ... . . 99
OVEIVIBW ... o 99
Publishing to Parent Portal ... ... ... ... .. ... 99
Payment request notificationemails ......... ... ... ... 99
Parent S e DS . 100
View paymentrequests ... ... 100
Select payment requests and amountstopay ................................... 100
Enter payment details ... 101
SeCUNI Y . 101
Edita paymentschedule ... 102
Change the paymentmethod ... ... 102
SO S 102
Change the frequency of an existing payment schedule ...................... 102
SO S 102
Make a once-off online payment for the remaining balance of an
INVOICE ... 102
SO S 103
RUN FEP OIS 104
OVEIVIBW ... 104
RO PO S o 104
BalanCing report .. 104
Exception report (XERO only) ... 104
To access the Exception Report ... 104

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 85



‘ SENTRAL

HiS Oy 105

OVEIVIBW ... 105
View all fees via Billing RUNS ... . 105

S DS o 105

View invoices generated viaa billingrun ... 105

S DS o 106

View fees generated via a standalone invoice ... 106

S DS o 106

View fees generated via Fee + Receipting ... 106

S DS o 106

View notifications ... 107

S DS o 107

VB S IO o 107

S DS o 107
I D OIS 109
E X PO S 116
Students .. 123
DEbtOrS ... 124
Debtor Contacts ... 126
OUtStaNAING fEES .o 128
DiISCOUNTS ... 130

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 86



Getting started

Target audience
Staff who handle finances, billing and account payments.
Content
¢ Accessing Sentral Pay
¢ Payment requests
¢ Payments received
¢ Payment schedules
° Parent view to set up scheduled payments
° School management of scheduled payments
¢ Settlements

* Notifications.

Overview
Sentral Pay provides online payment options for schools and parents. This includes:
e payment instruction storage and recurring payment functionality across credit card and bank accounts
* single platform visibility across the end-to-end transaction lifecycle.
For example, payment requests, payments received, upcoming payment schedules and fund settlements.
Sentral Pay handles accounts receivable for school-initiated payments.

Your school can send payments to parents irrespective of whether the Fees, Billing & Payments module or the
Portal Console module is configured

Role-based permissions

Your access is assigned to you by the Sentral Administrator (Administrator) at your school. This determines
what you can do within the Sentral Pay module.

To access Sentral Pay

1. Select the Sentral menuicon s and then under Finance, select Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays. Sentral Pay is an option in the left menu.

i ’ Xero ® Messages | @ Help | (5 Clockin | % Setp £ €N (@Sent

tral)
leea'c'v Fees, Billing & Payments q]

Fees, Billing & Payments

Sync with Enrolments
Sync with Enterprise
Sync with Xero

Registers

° ° ° . Recent Students
& Students & Debtors @ a LatestBilling Run

Total Students 0 In debit RunOn Never

Recent Debtors
Students with no debtors 0 In credit

Active

Activities Approved

Billing For Billing

Inactive

o © o o o

Invoice Creation Total

Invoice Adjustments

Sentral Pay v

Reports v

Payment requests

Overview

Payment requests give parents the option to pay their invoices either as a once-off payment or by setting up a
schedule.

There are two ways to create a payment request:
¢ manually via the Actions button in the Invoice register

e automatically when an invoice is pushed to the portal via the Fees, Billing and Invoice settings.
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@ Note: When an invoice or fee has successfully been pushed to the portal and has had a payment
request sent (via email), a Payable in Portal flag displays next to the status of the invoice.

How to manually send an online payment request

1. Selectthe menuicon <+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Registers in the left menu and choose Invoice Register.

@ There are 0 Invoices in Authorised or Paid status that have not been synced to Xero
There are 5 Invoices in Authorised or Paid status that have Receipts not synced to Xero

Filters

Invoice Runs Choose a value.. - Include Flags Choose avalue.. v | PayablainPorzl x

Inveice Status DRAFT ] [ SUBMITTED ] [ AUTHOR SED] [ DELETED ] [ VOIDED ] [ PAID ]

Exclude Flags Choose a value...
Activities Choose a value.. - [ Creation Date
[ Invoice Date
Billing Period Choose a value..
[ Invoice Due Date

Created By Choose & value.. v [ student Exit Date

estoris nkes o Pora

3. Under Filters:
a. Choose the appropriate invoice run.
Filter
b. Select -
Invoices for the selected invoice run display.
Invoices - 1 Found
O Inveice No Reference Due Date Debtor Name Students Total  Amount Paid Amount Allecated  Amount Due Status

O  INV275-22083470  TriptoParis  30/06/2024 MrRoger Morgan  Johny Morgan  $5,000.00 $5,000.00 5000 EULIC I Pushed t Xero | Payable in Portal | n.

Show results [Fa= ==

4. Select the checkbox next to invoices that you wish to send a payment request for, select , and
choose Send Payment Requests.

A confirmation message displays at the top of the screen.

Cancel an existing payment schedule

Overview

You can cancel a parent's payment schedule if they want to:
¢ change their payment method

¢ change the payment frequency

¢ use a different payment method.

Tip: In order for a parent to set up a new schedule, you need to first completely remove their
existing (old) schedule.

Steps
Follow these steps to cancel an existing payment schedule.
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1. Select the menuicon and choose the Fees Billing & Payments module.
Select Sentral Pay in the left menu and choose Payment Schedules.
3. Under Filters in the right pane:

a. Choose filter options to locate the schedule.

filts
b. Select

Fees, Billing & Payments v Search Fees, Bi
ScitiIEnoinents Payment Schedules - 26 Found
Sync with Enterprise
With Selected... v
Sync with Xero v
[J # Linked To Description Total Paid Due Status  Cancel Remaining Instalments
Registers Email Schedules |
dent: Matt MURDOCK v1 : .
26 Slucent Ma brigidine test20/6 $5.00  $0.00 $5.00 10" View Linked Payment Requests
(inactive) X0 |

View Linked Invoices

Voluntary Build v ol'o © Details
contact Jack Murdock CLneEUIANG 625000 $0.00 $250.00 UCEIES
i oL Action v
dent: Matt MURDOCK v50] ®0] !0 © Details
0 24 Sooem M Sentral Pay $7500.00  $0.00 $7500.00 ORIl
(inactive) X0 P
dent: Matt MURDOCK v221®0| 1 © Details
Payment Requests 0 23 SudemMa Demo $15000.00 $0.00 $15000.00 7 22! 01111
(inactive) X0 Action v

Responses Received

dent: Peter PARKER v © Details
[ 2o StudentPeter Schedule Test $1250000 $0.00 $12500.00 * 21 ©O1101I
Payment Schedules (inactive) X0 Action v

,,,,,, e wnn 481901101

4. Select the schedule, select the arrow beside and choose Cancel Remaining
Instalments from the menu options.

Billing

]
&

Invoice Creation

Invoice Adjustments

> < < < < .

Sentral Pay

[N

N

Settlements = student: Matt MURDOCK &

5. In Cancel Scheduled Instalments, select to confirm you wish to cancel the remaining payments.

An email is sent to the parent confirming that the schedule has been cancelled.

@ Note: After the schedule has been cancelled, the parent can create a new schedule via the
parent portal or by following the URL on the payment request email.

Adjust a payment schedule

Feature availability

_ Independent schools Government schools - ACT Government schools - Other
v v x

Scheduled payments

Overview

Payment schedules that will overpay their linked invoice(s) can be adjusted based on the current amount due.
This may be required, for example, if a credit or payment has been allocated to a linked invoice outside of an
existing payment schedule.

If a payment schedule will overpay its linked invoice(s) as a result of a credit or payment being applied to an
invoice, a message prompt appears when the credit/payment is allocated.

If one or more payment schedules exist that will overpay their linked invoices, an alert message also displays
on the Fees, Billing & Payments home screen. This alert message links to a list of the affected payment
schedules on the Sentral Pay | Payment Schedules screen.
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Tip: The same list of payment schedules can be displayed by applying the Schedules that will
overpay linked invoices filter on the Payment Schedules screen.

User permissions

You need the Can edit payment schedules user permission to perform this task. This permission is denied to
all access levels except for administrators by default.

Steps
Follow these steps to adjust a payment schedule based on the current amount due of its linked invoice(s).

1. Select the menuicon and choose the Fees Billing & Payments module.
2. Select Sentral Pay in the left menu and choose Payment Schedules.
3. Under Filters in the right pane:
a. Choose filter options to locate the schedule. Options include:

 Filter by Invoicing Run

e Filter by Linked To

 Filter by students in Activities

¢ Filter by Schedule Status

¢ Schedules that will overpay linked invoices

¢ Filter by number of instalments.

b. Select

Fees, Billing & Payments v Search Fees, Bi
ST Payment Schedules - 26 Found
Sync with Enterprise
With Selected... v
O # Linked To Description Total Paid Due Status)  Cancel Remaining Instalments
Registers Email Schedules |
v .
26 Sludent MattMURDOCK o esto0/6  $5.00 $0.00 $5.00 T1C View Linked Payment Requests |

(inactive) X0

Billing View Linked Invoices

v
v
v
v
A

Voluntary Build 2 © Details
Invoice Creation [J 25 contact: Jack Murdock ountay Bulding - <r50.00  $0.00 $250.00 1100]tol
Eund X0 Action v
Invoice Adjustments © Detail
dent: Matt MURDOCK v etalls
0 o SUECMENIBES o e $7500.00 $0.00 $750000 Y 201 0101
Sentral Pay (inactive) X Action v
tudent: Matt MURDOCK v22| ®0] 1 © Details
Py R CEE 0 23 Sween:Ma Demo $15000.00 $0.00 $15000.00 OO
(inactive) X0 Action'~
Responses Received
tudent: Peter PARKER v52| ®0] !0 © Details
[ g2 Sueenubeter Schedule Test $12500.00 $0.00 $12500.00 O
Payment Schedules (inactive) X0 Action v
s won

Actions
4. Select the relevant schedule, select the arrow beside and choose Manage Schedule from
the menu options.

Actions
5. Inthe Manage Schedule screen, select and choose either:

¢ Adjust instalment amounts - to adjust the amount of each of the remaining instalments based on the
current amount due for the linked invoice(s).

¢ Adjust number of instalments - to cancel any instalments from of the schedule that would overpay the
linked payment requests, and adjust the amount of the last remaining scheduled instalment as required
to pay the remaining amount due.

6. Selectthe Adjust instalment amounts or Adjust number of instalments button on the confirmation
message if you want to continue with the changes.
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7. Review the updated payment schedule details on the Manage Schedule screen.
8. Select m to apply your changes to the schedule.

Actions
9. To email the debtor with the updated payment schedule details, select and choose Email
Schedule.

Tip: This email notification can be customised via Fees, Billing & Payments Setup |
Notification Templates | Payment Schedule Adjustment.

Review responses received via Sentral Pay

Overview
Your school's configuration determines your ability to review responses received via Sentral Pay.

@ Note: You can review payments that are scheduled. You can also review successful payments
received and dishonoured payments.

Steps
Follow these steps to action responses received - successful and dishonoured.

1. Select the menuicon and choose Fees, Billing & PaymentsPaymentsFinance.

2. Select Sentral Pay in the left menu and choose Responses Received.

Payments

ent Payer  Payer
D FwSPaymentNos Tol  Fees  Pad  Fees

s QRS 1003 10000 000 10000 050
130 100000 000 100000 2405
129 10000 000 10000 290
12 7500 000 7500 231

: =

3. InResponses Received, do any of the following:
Details . .
a. Select to view details of the payment request sent.

b. Select and choose Email Receipt to email the receipt to the parent if requested.

» Fetch Latest Disbursements

c. Select to display date range fields.

Start date 01/05/2024 End date 31/05/2024

£ Fetch Latest Disbursements

d. Select to initiate the process.

Note: This may take a few minutes to complete.

4. Under Filters in the right pane, choose criteria to view different applications (for example, settlement date
filu
or chargeback and claims), and then select .

5. Select @ to generate a CSV file of successful payments.
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Sentral Pay payment schedules

Overview

If your school is using the Fees & Billing module of Sentral, you can create the ability for parents and carers to
pay fees on a predetermined schedule such as weekly, fortnightly, or monthly. The payments will be
automatically deducted from parents’ nominated bank account or credit/debit card.

Scheduling payments

Where parents want to pay fees via instalments, on a scheduled basis, they will sign up for a direct debit

arrangement.

will be made from bank account or credit/debit card to ensure a consistent user experience.

@ Tip: Sentral recommends that the same approach be followed regardless of whether payments

Payment Schedules - 26 Found

[J # LinkedTo Description

student: Matt MURDOCK
26 . brigidine test 20/6
(inactive)

O

Voluntary Building
[ 25 contact: Jack Murdack bl
rung

— student: Matt MURDOCK
] 24 Sentral Pay
(inactive)

student: Matt MURDOCK
(inactive)

O

23

With Selected... »

Total Paid Due Statuses
$5.00 $0.00 §5.00 ~11@0] 0] @ Details
0 Action s
1| @0|'0 O Details
$25000 $0.00 $250.00 RCUIRLY
o Action s

w501 @00 @ Details
§7500.00 $0.00 $7500.00 1o a)
=3l Action w

w221 @01 © Details
$15000.00 50.00 515000.00 (NI
3l Action w

What do parents see when paying fees via the portal on a scheduled basis?

Parents have the option to pay once-off or organise for scheduled payments. Once they select to pay, they are
presented with a screen to complete the transaction.

Payable Show [UNPAID v ® xxexooooooed05112/2023  Update
O Use another credit card or bank account
Fees Due: 12/09/2024
Junior VADAR Frequency Fortnightly +

Amount: $5,000.00

Amount Outstanding: $5,000.00 StartDate | p5/07/2024
Pay$  5000.00 Payment Summary
Recurring payments will commence on 25/07/2024. Payments
Ibz Vadar - Annual Test Due: 10/05/2023  yill occur fortnightly from this date. There will be 4 payments with
Amount: $40,000.00 the final payment occuring on 05/09/2024.
Amount Outstanding: $40,000.00 Show less
Paid: $10,000.00
aid: $ # Date Bill Amount  Processing Fee  Debit Amount
1 25/07/2024 $1,250.00 $0.00 $1,250.00
GEVEl oooo 2 08/08/2024  $1250.00 $000  $1,250.00
3 22/08/2024 $1,250.00 $0.00 $1,250.00
Kindy to Year 6 Dues09/05/2023 4 05/09/2024  $1,250.00 $0.00 $1,250.00
Amount: $11,967.12
Amount Outstanding: $11,967.12 Payment Sub-Total $5,000.00
Total Processing Fee $0.00
Pay$ 11967.1: Total Amount $5,000.00
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9.

. Where new details are being provided (either to update existing details or set up a new arrangement), the

parent will select whether they want to save a bank account or credit/debit card. Fees payable based on the
selected payment type will be displayed.

The masked account details can be displayed to the parent for them to confirm that they remain correct.
They will have the option to use these details or to enter new details.

If paying once-off, the parent then ticks the terms and conditions to complete the transaction. Submit
Payment.

If a parent selects scheduling frequency, they have the option to do this weekly, fortnightly or monthly.

Parents opt to select the start date for the scheduled payment. They complete the transaction as they
would a one-off payment.

However, the screen now displays the recurring payment cycle with a commencement date, the number of
payments to settle this invoice, the final payment date, and the charge per transaction for this recurring
payment.

Once the details have been stored, an email confirmation is sent to the parent with a copy of the payment
arrangements and successful and unsuccessful payments.

Parents can save their payment instructions.
Parents can opt to pay multiple bills via one payment.

Parents need to notify the school to cancel a payment schedule.

Manage scheduled payments

Overview

The Payments Schedule screen allows you to view and manage scheduled payments. It displays those
contacts who have scheduled payments.

To manage scheduled payments

1.

‘ SENTRAL

Select the menu icon s+ and choose the Fees Billing & Payments module.
Select Sentral Pay in the left menu and choose Payment Schedules.
Under Filters in the right pane:

a. Specify search parameters.

@ Tip: Select Linked to to view all payments that are successful or scheduled.

filn
b. Select

Payment Schedules - 26 Found Filters

With Selected... v Clear filters

¥ Apply filters

dent: Matt MURDOCK vi ol'0 © Details [ Filter by Invoicing Run
O 26 S e brigidine test20/6 §5.00  $0.00 §5.00 1 @0l tol ) k
(inactive) X0 Action v (] Filter by Linked To

(] Filter by students in Activities

\F/D\:marme\dmg A - :;\GJOI 0l Olnctails [ Filter by Schedule Status
un

O # Linked To Description Total Paid Due Statuses

[J 25 contact: Jack Murdock
Action v

dent: Matt MURDOCK v50l Qo]0 © Details
[ 24 StdertMa Sentral Pay $7500.00 $0.00 $7500.00 CLIRL]
(inactive) x0 Action v
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4. Do any of the following:

a. Select Details to expand the selected payments and view more information on the scheduled payment
only.

b. Select Action to manage scheduled payments.

Example: You can change the debt date at the request of the parent. Circumstances for
this may be that a parent wants to delay the next payment.

c. Use With Selected to perform tasks such as:
e Cancel remaining instalments
¢ Email a schedule to parents
¢ View linked payment requests
¢ View linked invoices.
d. View Statuses

The status icons indicate payment received, number of scheduled payments to go, dishonoured/fatal
dishonoured and cancelled.

You can view the entire list if you Filter by Status.
More about statuses

How does the billing process work?

When the billing process occurs in Sentral and payments are due for processing for parents, this usually
occurs before the due date. Parents receive notification 48 hours before a debit date and a notification after the
direct debit has been processed.

What is a non-processing status?

Where a parent record is at a non-processing status, the payment cannot be scheduled, and an error will be
returned. A non-processing status is generally the result of a previous dishonoured payment where the
account/card provided is not valid. When the payment instrument for a parent is updated, the status will
automatically be set back to Active.

How long does processing take?

Direct Debit payments are typically settled to schools two business days after they are processed. Online
payments are settled next business day (subject to a business day cut-off time of 6:00pm AEDT). BPay
payments are settled on the day they are received.

Types of dishonours
There are two classifications for dishonours:
e non-technical — insufficient funds

¢ technical —invalid bank details or lost/stolen credit card.

Run a Settlements report

The Settlements menu option allows you to run a report based on date parameters to view estimated
settlement amounts for that period.

Feature availability

_ Independent schools Government schools (Vic) Government schools (NSW)
v v x

Settlements report

FEES, BILLING AND PAYMENTS USER GUIDE | PAGE 94
‘ SENTRAL |



1. Select the menuicon and choose:
¢ Independent schools: Fees, Billing & Payments.
Fees, Billing & Payments home screen displays.
¢ Government schools (Vic) Payments.
The Payments home screen displays.
Select Sentral Pay in the left menu and choose Settlements.
The Settlements Report screen displays.

Select a date range.

period.

Manually push invoices to the financial management system

Generat . .
Select to run a report based on date parameters to view estimated settlement amounts for that

Follow these steps to manually push invoices to the FMSfinancial management system if your school has

opted not to automatically push invoices to your accounting package.

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

2. Select Registers in the left menu and choose Invoice Register.
Registers ~ Invoice Runs test to sync to Xero (28/06/2024)
Students Register
Debtors Register
_ Invoices - 2 Found
Invoice Register

Payments Register

Debtor Amount Amount  Amount

Update Invoices from Xero

Credit Notes Register Inveice No Reference DueDate  Name  Students Total Paid  Allocated

Due stattf  push Invoices & Payments to Xero. ]

Under Filters, next to Invoice Runs, select the specific invoice run.

4. Tick all the invoices you wish to push to the FMS.
5. Select and choose Push Invoices and Payments to Xero from the menu options.

Export successful payments

1. Selectthe menuicon sse and choose Payments (Fees, Billing & Payments).
The Payments ( Fees, Billing & Payments) home screen displays.
Select Sentral Pay in the left menu and choose Responses Received.

The Payments Received screen displays.

Sentral Finance - Xero

1
A WhatsNew @ Help

B Messages (2

(% Clockin

& setup

Fees, Billing & Payments

Syno with Enrolments Payments Received - 592 Found
Sync with Enterprise
e
Payment Payment Payer  Payer Payee
D FMS Payment Nos Date Made By Description Method Total Fees Paid Fees Status
Registers v ———
Schedules
592 RCP_20771 06/08/2024 ga"';m test - 125000 000 125000 275
ui ar
Billing v
o )
Involce Creation 591 RCP_20751 12/01/2024 g:mm Groot Inv Se:‘;r'”']“ 150000 000 1500.00 23.05
ard (Al
Invoice Adjustments v
scheduled
Sentral Pay ~ Jack
590 22/11/2023 %0 Seniral Pay Barkoccomt 15000 000 150.00 055
urdoc
(Bank_account)
Payment Requests
Responses Received
_ 589 22028 Fred NS Faipne 39836 000 39836 1.10 ERISHOIEE]
Movies Card
Payment Schedules

‘ SENTRAL

- Search Fees, B

 Feth Lates Direements

Settlement
none @ Details
Settled as

Details
§1,500.00 on e
15/01/2024
Settled as

Details
$150.00 on o
23/11/2023
Setlled as

Details
$439.93 on o
22/11/2023
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filn
3. Under Filters in the right pane, choose criteria and then select .

4. Select m to generate a CSV file of successful payments that can be uploaded into your FMS
(financial management system) for receipting of the payment against the invoice.

Parent portal view

Overview

Parents can pay their invoices online if you choose to create payment requests when you publish invoices to
the Parent Portal.

Read more about Payment Request configuration choices

Publishing to Parent Portal

If you want payment requests to be created when you publish invoices to the Parent Portal, navigate to Setup
Fees, Billing & Payments | Fees, Billing & Invoicing Settings and set Create portal payment requests
for invoices when publishing to portal to Yes.

Create portal payment requests for invoices when publishing to portal? Mo

If this setting is Yes, parents will be able to pay published invoices online.

If this setting is No, published invoices will be visible on the Invoices screen in the Parent Portal, but they will
not be payable. Selecting this setting means that payment requests will not be displayed on the Payments
screen.

Payment request notification emails

If you want payment request notification emails to be sent to parents automatically when invoices are
published to the parent portal, navigate to Setup Fees, Billing & Payments | Fees, Billing & Invoicing
Settings and set Automatically send payment request emails to debtors after publishing an invoice to
Parent Portal to Yes.

Automatically send payment request emails to debtors after publishing an invoice to Mo
Parent Portal?

If this setting Yes, a payment request notification email will be sent to the debtor when an invoice is published
to the Parent Portal. This email will include an invoice PDF and a link to pay the invoice.

If this setting is No, payment request notification emails will not be sent automatically.

Payment request notification emails can be sent (or resent) manually from the Invoice Register.
To pay an invoice online, parents must:

» View the list of outstanding payment requests

e Select the payment requests and enter the amounts that they want to pay

e Enter and submit their payment details.
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Parent steps
View payment requests
Parents follow these steps to view a list of payment requests in the Parent Portal.
1. Do one of the following:
a. Loginto the Parent Portal and select Payments in the left menu.

b. Loginto the Parent Portal, select Invoices in the left menu, and then select the Pay button on one of
the listed invoices.

c. Selectthe Pay Now link in a payment request notification email.

The Payments screen displays.

Statement of Account

nvoiced. $1.400 00 Generate a PDF statement of

o ot sopp oot fo
Paid: 1 o Al Years. v

o Messaps | P 110000 =3
Refun 50.00

& Absences Balance: $300.00

HNewslattars

= Payable snow [Unerin | [

P Ualy Nohoes Wang "

@ Intericws o

B Schoo

D School Foms

& Paymonls |

= Invoices s

& MyDalails

@ Medical Information

B MyAccess @ Ploass nots
Payments mada by othar channes will not reflact

7 Help & Infarmation

immediataly

Logout

By default, the Payments screen displays unpaid payment requests only.

@ Tip: To view a list of Paid payment requests, select Paid from the Show dropdown list.

Select payment requests and amounts to pay

Parents follow these steps to select the payment requests that they want to pay.
1. Navigate to the Payments screen in the Parent Portal.

2. Tick the payment request(s) that they want to pay.

3. Enter the amount that they want to pay in the Pay $ field for each payment request.

Note:
» The Pay $ field will display the full Amount Outstanding by default.

» The Pay $ field will only be editable if the Allow Partial Payments setting is set to Yes
under Setup Fees, Billing & Payments | Online Payment Settings, and the payment
request amount is greater than or equal to the amount specified in the Min. bill threshold
for Partial Payment setting.
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4. Select the Make Payment button.

The payment details section displays.

{5 Payments
2 oot i 5o - Xera

Home
Logged in a2 Homer

Bart SIMPSON

Statement of Account

® g oouomosxB47S 1172031

) COOOeast 11/2093

e ool ¥ Invalced SSTGIBEE  Generale a PDF stetement of P
Yeard credit 537101 account far . 2 £
& 99 00 Al Vears— | [ ) Use another credit card
Liss SIMPSON paid $.22.208.34 =33 o o
Sarral Public Schaal - X5, Refund 50,00 ot el bds
" galance 534/697.33
Frequency  [Once O v
= Messages
b Payable oo [UNPAID +| [T please note the exira fees & charges that wil be applied:
@ Absences
Mana nethods = e 200%
B Mewslstiers
G Dua’ 110312025 O Wastercard 150%
@ Daily Natices Lisa SIMPSON EER VISA \Visa: 1.50%

@ Interviews
& School Resources
© School Forms

Payments

Amount: $400.00
Amount Outstanding: 5400 00

y §

400.00

Payment Summary

Once only payment of $406.00 will be processed on 24/08/2024

$ # Date Bill Amount  Processing Fee  Dabit Amount
= Invoices 1 240012024 540000 5600 540600

e note s
& My Dolails Payment Sub-Total 0.00
2 My Datails made by ofher channets will ot reflect Tmlypmenmg e 500
i@ Madical Information

Total Amount $405.00

B Myhccess
2 Help & Information

Legout

Enter payment details

Parents follow these steps to complete their payment.

1.
2.

6.

Select a saved payment method (credit card or bank account) or choose to use a new payment method.

Select the desired Frequency of the payment - Once-off, Weekly, Fortnightly or Monthly.

Review the Payment Summary, which lists the date, amount and processing fee for each payment.

Note: The Weekly, Fortnightly and Monthly options are only available to parents if you chose
to Allow online payment schedules when you created the invoice.

Accept the terms and conditions of any required direct debit arrangement.

Note: This step is not required for once-off credit card payments.

Enter their credit card or bank account details.

Select the Submit button.

Note: This step is not required if a saved payment method was selected in step 1.

Security

If a parent has accessed the Payments screen by selecting the link in a payment request notification email,
they will need to log into the Parent Portal to do any of the following:

Make a payment with a saved credit card
Make a payment with a bank account (new or saved)
Save their credit card details

Set up a payment schedule

If they don'’t log into the Parent Portal, they will still be able to make a once-off credit card payment without
saving the card details.

’ SENTRAL
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Parent portal view

Overview

Parents can pay their invoices online if you choose to create payment requests when you publish invoices to
the Parent Portal.

Read more about Payment Request configuration choices
Publishing to Parent Portal

If you want payment requests to be created when you publish invoices to the Parent Portal, navigate to Setup
Fees, Billing & Payments | Fees, Billing & Invoicing Settings and set Create portal payment requests
for invoices when publishing to portal to Yes.

Create portal payment requests for invoices when publishing to portal? Mo

If this setting is Yes, parents will be able to pay published invoices online.

If this setting is No, published invoices will be visible on the Invoices screen in the Parent Portal, but they will
not be payable. Selecting this setting means that payment requests will not be displayed on the Payments
screen.

Payment request notification emails

If you want payment request notification emails to be sent to parents automatically when invoices are
published to the parent portal, navigate to Setup Fees, Billing & Payments | Fees, Billing & Invoicing
Settings and set Automatically send payment request emails to debtors after publishing an invoice to
Parent Portal to Yes.

Automatically send payment request emails to debtors after publishing an invoice to Mo
Parent Portal?

If this setting Yes, a payment request notification email will be sent to the debtor when an invoice is published
to the Parent Portal. This email will include an invoice PDF and a link to pay the invoice.

If this setting is No, payment request notification emails will not be sent automatically.

Payment request notification emails can be sent (or resent) manually from the Invoice Register.
To pay an invoice online, parents must:

» View the list of outstanding payment requests

e Select the payment requests and enter the amounts that they want to pay

e Enter and submit their payment details.
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Parent steps

View payment requests

Parents follow these steps to view a list of payment requests in the Parent Portal.
1. Do one of the following:

a. Loginto the Parent Portal and select Payments in the left menu.

b. Loginto the Parent Portal, select Invoices in the left menu, and then select the Pay button on one of

the listed invoices.
c. Selectthe Pay Now link in a payment request notification email.

The Payments screen displays.

FEp—
(&) Doyt v e

Home
fragedn ek Statement of Account
@UUAMOD b oo s
aar el 50 00 e
Paic: st [Alveas- v [
Reune 50.00
Absances — 5300.00

Payable snow [Unerin | [
Mzna0 ads

Mewslatters

5choot Resounces

School Forms

Paymants |

Irvoices

Amount Outstanding: 3400 00

[
My Delails
Medical Informaticn

My Access @ Ploass nots

Payments mada by ather channess will not reflect
immediataly

@ % B oM ji v o oW E @ A
w

Halp & Infammation

Logout

By default, the Payments screen displays unpaid payment requests only.

@ Tip: To view a list of Paid payment requests, select Paid from the Show dropdown list.

Select payment requests and amounts to pay

Parents follow these steps to select the payment requests that they want to pay.
1. Navigate to the Payments screen in the Parent Portal.
2. Tick the payment request(s) that they want to pay.

3. Enter the amount that they want to pay in the Pay $ field for each payment request.

Note:
» The Pay $ field will display the full Amount Outstanding by default.

under Setup Fees, Billing & Payments | Online Payment Settings, and the payment

for Partial Payment setting.

» The Pay $ field will only be editable if the Allow Partial Payments setting is set to Yes

request amount is greater than or equal to the amount specified in the Min. bill threshold
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4. Select the Make Payment button.

The payment details section displays.

{5 Payments
2 oot i 5o - Xera

Home
Logged in a2 Homer

Bart SIMPSON

Statement of Account

® g oouomosxB47S 1172031

) COOOeast 11/2093

Inveiced $57 67660 Generale a PDF stetement of
Sernral Publlc Schoal - Xero ] 2 88
Year3 credt sa7101  uccountfor S O008 atass
& 99 00 Al Years— v | [ ) Use another credit card
Lisa SIMPSON pald $-22.208.04 7 Manan -t meth
Sarwral Public: 5chaol - ¥sro. Refund 50,00 Manage payment methods:
" Balance 534,667.30
Frequency  [Once O v
= Messages
b Payable oo [UNPAID +| [T please note the exira fees & charges that wil be applied:
@ Absences
Mana, methods = Amex 2000
B Mewslstiers
Snow Trip Dua 11/0312025 @ Mastercard 1 50%
@ Daily Natices Lisa SIMPSON EER VISA \Visa: 1.50%
@ Interviews Amount: $400.00
Amount Outstanding: 5400 0 Payment Summary
& School Resources
O School Forms = T Once only payment of $406.00 will be processed on 24/08/2024

Payments

$ # Date Bill Amount  Processing Fee  Dabit Amount
= Invoices 1 240012024 540000 5600 540600

e note s
& My Dolails Payment Sub-Total 0.00
2 My Datails made by ofher channets will ot reflect Tmlypmenmg e 500
i@ Madical Information

Total Amount $405.00

B Myhccess
2 Help & Information

Legout

Enter payment details

Parents follow these steps to complete their payment.
1. Select a saved payment method (credit card or bank account) or choose to use a new payment method.

2. Selectthe desired Frequency of the payment - Once-off, Weekly, Fortnightly or Monthly.

Review the Payment Summary, which lists the date, amount and processing fee for each payment.

Note: The Weekly, Fortnightly and Monthly options are only available to parents if you chose
to Allow online payment schedules when you created the invoice.

4. Accept the terms and conditions of any required direct debit arrangement.

Note: This step is not required for once-off credit card payments.

5. Enter their credit card or bank account details.

Note: This step is not required if a saved payment method was selected in step 1.

6. Select the Submit button.

Security

If a parent has accessed the Payments screen by selecting the link in a payment request notification email,
they will need to log into the Parent Portal to do any of the following:

¢ Make a payment with a saved credit card

¢ Make a payment with a bank account (new or saved)
¢ Save their credit card details

¢ Setup a payment schedule

If they don'’t log into the Parent Portal, they will still be able to make a once-off credit card payment without
saving the card details.
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Edit a payment schedule

Change the payment method
Parents have the option to change the payment method for an existing payment schedule in the parent portal.

Note: This applies to independent, ACT government and Victorian government schools only.

Steps

1. Select the Open Payment Schedule button for the relevant payment request on the Parent Portal |
Payments screen.

2. Select the new payment method from their list of saved payment methods.

The transaction fees for the remaining instalments will be recalculated as appropriate.
3. View the details of the remaining instalments in the Payment Summary section.
4. To apply the change to the payment schedule:

a. Select the checkbox to agree to the Terms and Conditions of the Direct Debit Request and Service
Agreement.

b. Selectthe Update Schedule button.
Change the frequency of an existing payment schedule
Parents have the option to change the Frequency of an existing payment schedule in the Parent Portal.

Steps
‘ Note: This applies to independent, ACT government and Victorian government schools only.

1. Select the Open Payment Schedule button for the relevant payment request on the Parent Portal |
Payments screen.

2. Selectthe new frequency (Weekly, Fortnightly or Monthly).

After selecting a new frequency, the payment schedule's remaining instalments will be recalculated as
appropriate based on the selected frequency.

3. View the details of the remaining instalments in the Payment Summary section.
4. To apply the change to the payment schedule:

a. Select the checkbox to agree to the Terms and Conditions of the Direct Debit Request and Service
Agreement.

b. Selectthe Update Schedule button.

Make a once-off online payment for the remaining balance of an invoice

Parents have the option to make a once-off online payment for the remaining balance of an invoice that has an
existing payment schedule.

Note: This applies only to independent, ACT government and Victorian government schools.

If a parent makes an online payment for the remaining balance of an invoice, and the invoice has an existing
payment schedule, the payment schedule's remaining instalments are automatically cancelled.
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Steps

1. Select the payment request on the Parent Portal | Payments screen.

2. Select the Make Payment button.
A confirmation message displays to warn that the invoice has an active payment schedule.

Schedule Payment Confirmation X

One or more of the selected payment requests has an active payment
schedule. If you make this payment, the current payment schedule(s) will be
cancelled. Are you sure you want to make this payment?

[coes [ onm

3. Select Confirm on the confirmation message to continue with the payment.

4. Enter the payment details and select Submit.
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Run reports

Overview

Use the information in this topic to run reports of financial data for review and reconciliation.

Reports

Filter by Billing Period and Invoicing Run to export this data.

Balancing report

Follow the steps below to export a Balancing report via Date range and GL Account.

1. Select the menuicon

and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
Select Reports in the left menu and choose Balancing Report.

The Balancing Report screen displays.

Fees, Billing & Payments

Sync with Enrolments

v Search Fees, Billing & Payments Q

Filters
Sync with Enterprise -
Invoice Date
Sync with Xero 07/08/2024 to 07/08/2024
GL Account
Registers. v | choose a value. -
Billng v Export CSV.
Invoice Creation v
Invoices
I Adjusts s v
nvoice Adjustments Invoice No Students Debtor Amount Invoiced Amount Paid Amount Allocated Amount Outstanding Status  Tags
Sentral Pay v
Reports ~

Balancing Report

Exception report (XERO only)

Follow these steps to export information about any anomalies where payment information is out of sync
between those received via Sentral Pay and the status of the invoices in the accounting system.

to Excel for further analysis.

@ Tip: This can be useful to reconcile cancellations or manual adjustments.

To access the Exception Report

1. Select the menuicon

and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.
Select Reports in the left menu and choose Exception Report.

The Exception Report screen displays.

Exception Report - 8 Found

[ e

Amount  Amount
O invoice No DueDate  Debtor Name Students Total Pai Due Status
Registers v
3 Mr Freddy Flintstone & Mr Peter
0 mv-10102 15/07/2022 i1 Gloria Flinstone  500.00 000 30000 AUTHORISED View Differences
Billing v il
[ INV_10360 19/06/2023 Mr.J Murdock MattMurdock 3000 000 30.00 AUTHORISED View Differences
Invoice Creation v =
[ INV_10400 27/06/2023 ’Q”u";'j:“m'”‘s‘°”°"‘”’ peer Suoner 227.00 000 227.00 AUTHORISED (TETEITETE) NTTTYILN) D View Differences
Invoice Adjustments v
INV_10409 04/07/2023 MrR Cage & Mr T Cage Luke Cage 400 000 PRTILROS c:pushctto ero| Payabe n orta View Differences
[m]
Sentral Pay v
INV_10412 05/07/2023 Mr J Murdock Matt Murdock 500 000 T OTEEN ot Pushed o Xero | Payable i Poral View Differences
[m]
Reports. ~
INV_10413 10/07/2023 S Howser May Howser 500 000 T =N o Pushed o Xero | Payable i Poral View Differences
(m] Y f
Balancing Report Don Skywalker & Mrs Rose
J 0w toiss ovnizozs MOmSANEIO o s oo 2250 amonseo I CRTTIIY View iferences
Exception Report
[ INV_SP002 30/11/2023 M F Fiintstone 500000 000 500000 AUTHORISED (TR CRTSTYZEN) ENET View Differences
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History

Overview

The History menu is a register of fees and billing created, notification of payment requests sent and data
synced between Sentral and your school's financial management system.

‘ Note: Data presented is read only.

View all fees via Billing Runs

Follow these steps to view all fees, and to review the fees created.

Steps

1. Select the menuicon and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select History in the left menu and choose Billing.

The Billing Runs screen displays.

Billing Runs - 498

Billing Run Name Billing Period Name Run On Run By Fee Date Due Date Adhoc  Receipting
Term 124 Term 12024 06/08/2024 15:32 Ibrahim Semerci (@Sentral) 06/08/2024  06/08/2024  No No
Test 06/08/2024 13:38 Ibrahim Semerci (@Sentral) 06/08/2024 29/11/2024 Yes No
Test6 30/07/202413:15 Ibrahim Semerci (@Sentral) 30/07/2024  17/09/2024  Yes No

3. Inthe Billing Run Name column, select a billing run link.

The selected Billing Run displays.

Term124

Debtorid  Debtor Name DueDate InstalmentNumber InstalmentFeeDate  FeeTotal TaxTotal DiscountTotal Created

205 Ms L Vadar 20240806 06/08/2024 50000 2500 0.00 2024-08-06 15:32:14
e 2200006 - swom  sm o 2o2e0n08 155214
183 Mrs HParr &MrBParr  2024-08-06 06/08/2024 225000 10000  37.50 2024-08-06 15:32:14

4. Select to review the billing items details for the individual debtor.

Billing Items X
Student  Fees Description Account Original  Unit  Fee TaxRate Tax Discount  Quantity Invoice Status
Fee Fee  Amount Amount  Amount

Junior  ibzbuilding  Building levy CapitalBuilding = 25000 12500 12500 GST Free 000 0.00 1 INV_598544646  N/A
Vadar Levy Income

Junior TRS2 Resource and Compulsory 500.00 250.00  250.00 GSTon 25.00 0.00 1 INV_598544646 N/A
Vadar Tech Levy Charges & Income

Levies
Junior | k6T Termly Kindyto  Tuition Fees 25000 12500 12500 GSTFree 000 0.00 1 INV_598544646  N/A
Vadar Year 6 Tuition Income
Fees

5. Select the Invoice link to review the Invoice created details. This will open in another tab.
6. Select OK toreturn, and m for the main listing.

View invoices generated via a billing run

Follow these steps to view invoices generated via a billing run, and review the invoices created.
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Steps

1. Select the menuicon

The Fees, Billing & Payments home screen displays.

2. Select History in the left menu and choose Invoicing.

The Invoicing Runs screen displays.

Sync with Enrolments. Invoicing Runs - 78 Found
Sync with Enterprise

Registers. test

Billing Test

Invoice Creation teat

Invoice Adjustments
test

Sentral Pay senool
chool

1

o ]
o n

Run On

06/08/202415:34

05/07/202411:33

05/06/2024 11:37

31/05/2024 14:40

06/05/2024 14:31

11/04/202415:24

Run By User

Ibrahim Semerci (@Sentral)

Helen Summerfield (@Sentral)

Ibrahim Semerci (@Sentral)

Ibrahim Semerci (@Sentral)

Ibrahim Semerci (@Sentral)

Ibrahim Semerci (@Sentral)

Invoice Date

01/01/2024

05/07/2024

05/06/2024

31/05/2024

06/05/2024

11/04/2024

3. Select for the applicable billing item.

This re-directs you to the Invoice Register and shows the associated invoices raised within a specific

invoice run.

and choose Fees, Billing & Payments.

Linked Invoices  Linked Billing Runs

IS

IS

« term 124 06/08/2024 1552
+ test1/052024 1438
+ 2024 ShootFees 10420241515

View fees generated via a standalone invoice

Follow these steps to view fees generated via a standalone invoice, and review the fees created.

Steps

1. Select the menuicon

The Fees, Billing & Payments home screen displays.

and choose Fees, Billing & Payments.

2. Select History in the left menu and choose Standalone Invoice.

The Invoicing Runs screen displays.

Inveicing Runs - 324 Found

Name Type

test
test6
term 1 fees
test3

Run On

06/08/2024 13:38

30/07/2024 13:15

30/07/2024 11:28

30/07/2024 11:26

Run By User

Ibrahim Semerci (@Sentral)

Ibrahim Semerci (@Sentral)

Ibrahim Semerci (@Sentral)

Ibrahim Semerci (@Sentral)

Invoice Date

06/08/2024

30/07/2024

30/07/2024

30/07/2024

3. Select for the applicable billing item.

This will re-direct you to the Invoice Register and provide the associated created invoices.

View fees generated via Fee + Receipting

Linked Invoices Linked Billing Runs

3

1

1

Follow these steps to view all invoices generated via a Fee + Receipt, and review the invoices created.

Steps

1. Select the menuicon

The Fees, Billing & Payments home screen displays.

2. Select History in the left menu and choose Receipting.

The Invoicing Runs screen displays.

3. Select for the applicable billing item.

‘ SENTRAL

and choose Fees, Billing & Payments.
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Details ' .
4. Select- next to an invoice.

Tracking on posted data to Dynamic/Xero displays against the invoice, credit note and payment.

View notifications

Follow these steps to view all notification related activities, and review the status of notifications, see recipients
and retry if errors are encountered (after correction). The use of filter options enables a more refined view of

data presented for analysis.

Steps

1. Select the menuicon

The Fees, Billing & Payments home screen displays.

and choose Fees, Billing & Payments.

2. Select History in the left menu and choose Notifications.

The Notifications Queue screen displays. A status message indicates whether emails have been

successfully sent.

Notification Queues - 192 Found

Queue Created At
#%  Name$ Type$ Status & ] Created By Recipients

Invoice Publishin SEND FAILED -0
1 9 PAYMENT  successful&2 24/03/2022 2

(EHTAEER) REQUEST failed to email

SEND
Invoice Publishing Charles Ndibe
2 PAYMENT COMPLETED 28/03/2022
(28/03/202200:57) oo (@Sentral)

SEND
Invoice Publishing Charles Ndibe
PAYMENT ~ COMPLETED 28/03/2022 2
(28/03/202200:58) oo eor (@Sentral)

\weice Publieh SEND Helen
4 S0 PAYMENT  COMPLETED 28/03/2022 Summerfield 1

(28/03/202211:30)  Lconeor (@Sentral)

3. Do any of the following:

Filters

Clear filters

W Apply filters
Ray Fted Roslens
[ Filter by Name

[J Filter by Statuses

(] Filter by Notify Via Email
[ Filter by Notify Via SMS
(] Fiter by Created At

(] Fiter by Queue Type

a. Select m to check email/SMS sent date and identify those who failed to receive.

b. Selectthe Payment Request link to be re-directed to Sentral Pay | Payment Requests.

This opens in another tab.

4. Select m for the main listing.

Filter options are displayed on the right-hand side and allow for a more refined search for notifications.

5. To use filters:

a. Select the filter you want to search by.

filt
b. Select .

Clear filzers

6. Toreset filters, select Clear filters.

View syncs

Data is synchronised periodically with Enrolments and the FMS, and this area shows those events.

Use the Filter options on the right-hand side refine your search for notifications.

Steps

1. Select the menuicon

The Fees, Billing & Payments home screen displays.

2. Select History in the left menu and choose Syncs.

The Syncs screen displays.

‘ SENTRAL

and choose Fees, Billing & Payments.
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Check the Status column.

What you're looking for is for the status to show Completed. That is, the processes have run and finished

successfully.

. . View Linked Data
To view linked data, select _ .

This information may be used for troubleshooting under the guidance of Sentral Support.

To use filters:

a. Select the filter you want to search by.

filu
b. Select .

Clear fliers

c. Toreset, select

Syncs - 72620 Found

Sync# SyncDate
72620 07/08/2024
72619 07/08/2024
72618 07/08/2024

72617 07/08/2024

’ SENTRAL

Sync Action
Xero Sync - Bank Transfer
Xero Sync - Bank Transfer
Xero Sync - Bank Transfer

Xero Sync - Bank Transfer

Queued At

07/08/2024 10:03
07/08/2024 10:03
07/08/2024 10:03

07/08/2024 10:03

Triggered By ® Running Time
07/08/2024.10:14 - 07/08/2024 10:14
07/08/2024.10:14 - 07/08/2024 10:14
07/08/2024.10:14 - 07/08/2024 10:14

07/08/2024 10:14 - 07/08/2024 10:14

Status

Filters

Clear filters

SUVISHZM View Linked Data ¥ Apply flters
[SUVISHZGM View Linked Data
([ Fiter by Actions
[SUVITHZM View Linked Data (] Fiter by Statuses
(] Filter by Queued At
[SUVITHZGZ View Linked Data
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Imports

Note: The import function is restricted to certain users.

Student Insurance Details
Import insurance details for students.

Steps

1. Selectthe menuicon <+ and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

2. Select Imports in the left menu, and then choose Student Insurance Details.

The Student Insurance Details Import screen displays.

B B Student Insurance Details Import

[ Import
Sync with Enterprise
- Options
Sync with Xero v
Billing Period
Registers <7
~none- ~
Billing R .
Import File
Invoice Creation ~ Choose flle | No file chosen
. . ~ .
Invoice Adjustments

3. Under Options, select the billing period from the dropdown.

4. Under Import file, choose the file, and then select .
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Credit Notes
Import credit notes via CSV.

Steps

1. Selectthe menuicon <+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Imports in the left menu, and then choose Credit Notes.

The Import Credit Notes screen displays.

Import Credit Notes

o
sV File: [ Ghoosa fls | No fle chosen

3. Follow the on-screen instructions, summarised below.
¢ Generate the credit notes CSV import template.
¢ Generate the debtors export which you will need to link the credit note to the debtor's specific ID.
¢ Fillin the CSV file with credit notes data you wish to upload.
Check the on-screen list of mandatory fields.

¢ Upload the CSV file containing your credit notes data you wish to upload.

Start the import process by selecting m .

Bank Transactions
This interface allows you to import bank transactions from external systems via CSV file.

Steps

1. Selectthe menuicon sss and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Imports in the left menu, and then choose Bank Transactions.

The Bank Transactions Import screen displays.
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3. Follow the on-screen instructions, summarised below.
¢ Generate the bank transactions CSV import template.
¢ Generate the debtors export which you will need to link bank transaction to the debtor's specific ID.
¢ Fillin the CSV file with bank transactions data you wish to upload.
Check the on-screen list of mandatory fields.

¢ Upload the CSV file containing your bank transactions data you wish to upload.

Start the import process by selecting m .

Payments

This interface allows you to import payments from external systems via csv file. There will be a mandated list of
fields required.

Steps

1. Selectthe menuicon s<s and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
2. Select Imports in the left menu, and then choose Payments.

The Payments Import screen displays.

Payments Import

[:] youto form external i file.

CSV File: [ Choose file | No file chosen

Instructions

Step 1: Click here to generate the payments CSV import template.

Step 2: Click here to generate the debtors export which you will need to link bank transaction to the debtor's specific ID.
Step 3: illn the CSV file with payments data you wish to upload.

Step 4: Upload the CSV file containing your payments data you wish to upload.

Step 5 Start the import process by pressing the Import button.

Please Note:

« The following fields are mandatory:
o Payment Number
o Invoice No
© Payment Status
o Payment Method Code
© Payment s Reconciled
© Payment Date
o Payment Total Amount
© Payment Account Code
« The following felds are optional:
o Payment Reference
o Payment Description
© Payment FMS ID
© Payment FMS Source
« The following felds are not used in the import logic but may have been made available via the payments export file as additional information:
© Debtor ID
© Debtor Name
o Payment Method Name
© Payment Account Name
« Date field has to be in DD/MM/YYYY or DD/MM/YYYY Hmm format.
« Account Code is a mandatory field and its code has to be matched with the code shown in Fees & Billing module

3. Follow the on-screen instructions, summarised below.
¢ Generate the payments CSV import template.
¢ Generate the debtors export which you will need to link the payment to the debtor's specific ID.
¢ Fillin the CSV file with payments data you wish to upload.
Check the on-screen list of mandatory fields.

¢ Upload the CSV file containing payments data you wish to upload.

Start the import process by selecting m .
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Invoices

The Invoices import function allows you to import invoices from external systems via CSV file. It provides
support for account, tax type and cost centres, a.

Steps

N o g W

Select the menu icon

The Fees, Billing & Payments home screen displays.

and choose Fees, Billing & Payments.

Select Imports in the left menu, and then choose Invoices.

The Invoices Import screen displays.

Invoices Import

@ This interface allows you to import invoices form external systems via csv file.

Invoice Status: ~Select— v/
Invoice Run Name:

Branding Theme: ~Select- v

CSV File: [ Ghoose file | No file chosen

Allow online payment schedules

Yes No

Instructions
Step 1: Click here to generate the invoice CSV import template.
Step 2: Click here to generate the debtors export which you will need to link invoices to the debtor's specific ID.
Step 3: Fill in the CSV file with invoice data you wish to upload
Step 4: Upload the CSV file containing your invoice data you wish to upload.
Step 5: Start the import process by pressing the Import button

Notes

+ Al fields are mandatory except for Student Code, Cost Centre 1, Cost Centre 2.

+ Date Fields like Invoice Date, Invoice Due Date has to be in DD/MM/YYYY format

« Student Code is the student identifier from Enrolments module.

+ Account Code is a mandatory field and its code has to be matched with the code shown in Fees & Billing module.

+ Tax Code is a mandatory field and its code has to be matched with the code shown in Fees & Billing module.

+ Cost Centre Name "Faculty" with options: EnglishMaths,PE Science Sport

+ Cost Centre Name "School* with options: Junior Primary Senior

« ForInvoices with multiple line items, ensure that the line items are all grouped together in the file as one row after another
+ Line Item Description is limited to only 70 characters.

+ Quantity must be a number and not less than or equal to 0

Specify the invoice status for imported invoices.

Enter the invoicing run name for imported invoices.

Select a branding theme from the list.

Specify whether to include only once off payments.

Follow the on-screen instructions, summarised below.

Generate the invoices CSV import template.

Generate the debtors export which you will need to link the invoices to the debtor's specific ID.

Fillin the CSV file with invoice data you wish to upload.

Check the on-screen list of mandatory fields.

Upload the CSV file containing invoices data you wish to upload.

Start the import process by selecting m .

An additional check for the Invoice Importer has been added to prevent the import of invoices with

negative totals.
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Prepayments
This interface allows you to import prepayments from external systems via CSV file.

Steps

1. Selectthe menuicon <+ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Imports in the left menu, and then choose Prepayments.

The Import Prepayments screen displays.

Import Prepayments

© This you'to import systems via csv file.

CSV File: [ Choose file | No file chosen

Instructions
Step 1: Click here to generate the prepayments CSV import template.
Step 2: Click here to generate the debtors export which you will need to link prepayments to the debtor's specific ID.
Step 3: Click here to generate the students export which you will need to link prepayments to the student’s specific ID.
Step 4: Fill in the CSV file with prepayments data you wish to upload
Step 5: Upload the CSV file containing your prepayments data you wish to upload.
Step 6: Start the import process by pressing the Import button.

Notes
~Thisis the list of mandatory fields

© Debtor ID

© Prepayment Number

o Prepayment Status

© Prepayment Date

o Line Item Account Code

o Line Item Tax Rate Code

o Line Item Quantity

o Line Item Description

o Line Item Unit Amount
- Date field has to be in DD/MM/YYYY format
- Line Item Account Code is a mandatory field and its code has to me matched with the code shown in Fees & Billing module.
- Line Item Tax Rate Code is a mandatory field and its code has to be matched with the code shown in Fees & Billing module.
- For prepayments with multiple line items, ensure that the line items are all grouped together in the file as one row after another

Line Item Quantity must be a number and not less than or equal to 0

3. Follow the on-screen instructions, summarised below.
¢ Generate the prepayments CSV import template.
¢ Generate the debtors export which you will need to link the prepayments to the debtor's specific ID.

¢ Fillin the CSV file with prepayments data you wish to upload.
Check the on-screen list of mandatory fields.

¢ Upload the CSV file containing prepayments data you wish to upload.

. . . Import
Start the import process by selecting .
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Overpayments
This interface allows you to import overpayments from external systems via csv file.

Steps

1. Selectthe menuicon <+ and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.
2. Select Imports in the left menu, and then choose Overpayments.
The Import Overpayments screen displays.

Import Overpayments

@ This interface allows you to import overpayments from external systems via csv file.

CSV File:| Choose file |No file chosen

Instructions

Step 1: Click here to generate the overpayments CSV import template.
Step 2: Click here to generate the debtors export which you will need to link overpayment to the debtor's specific ID.
Step 3: Fill in the CSV file with overpayments data you wish to upload.
Step 4: Upload the CSV file containing your overpayments data you wish to upload
Step 5: Start the import process by pressing the Import button
Notes
-This is the list of mandatory fields
< Debtor ID or Debtor Name
& Qverpayment Number
o Overpayment Status
= AUTHORISED
= VOIDED
= PAID
= DELETED
o Overpayment Date
o OQverpayment Type
= RECEIVE-OVERPAYMENT
= SPEND-OVERPAYMENT
@ Line Item Account Code
© Line Item Tax Rate Code
o Line Item Quantity
o Line Item Unit Amount
- Date field has to be in DD/MM/YYYY format
- Line Item Account Code is a mandatory field and its code has to me matched with the code shown in Fees & Billing module.
- Line Item Tax Rate Code is a mandatory field and its code has to be matched with the code shown in Fees & Billing module.
- For overpayments with multiple line items, ensure that the line items are all grouped together in the file as one row after another.
Line Item Quantity must be a number and not less than or equal 10 0

3. Follow the on-screen instructions, summarised below.
¢ Generate the overpayments CSV import template.

¢ Generate the debtors export which you will need to link the overpayments to the debtor's specific ID.
¢ Fillin the CSYV file with overpayments data you wish to upload.
Check the on-screen list of mandatory fields.

¢ Upload the CSV file containing overpayments data you wish to upload.

Start the import process by selecting m .
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Invoice Allocations
This interface allows you to import invoice allocations from external systems via CSV file.

Steps

1. Select the menuicon and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Imports in the left menu, and then choose Invoice Allocations.
The Import Invoice Allocations screen displays.

Import Invoice Allocations
@ This interface allows you to import invoice allocations from external systems via csv file.

CSV File: | Choose file |No file chosen

Instructions

Step 1: Click here to generate the invoice allocations CSV impert template.

Step 2: Click here to generate the debtors export which you will need to link invoice allocations to the debtor's specific ID.
Step 3: Fill in the CSV file with invoice allocations data you wish to uplead.

Step 4: Upload the CSV file containing your invoice allocations data you wish to upload.

Step 5: Start the import process by pressing the Import button.

Notes

- All fields are mandatory
- Date field has to be in DD/MM/YYYY format

3. Follow the on-screen instructions, summarised below.
¢ Generate the invoice allocations CSV import template.
¢ Generate the debtors export which you will need to link the invoice allocations to the debtor's specific ID.
¢ Fillin the CSV file with invoice allocations data you wish to upload.
Check the on-screen list of mandatory fields.

¢ Upload the CSV file containing invoice allocations data you wish to upload.

° . . | rt
Start the import process by selecting .
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Exports

Invoices export

1. Selectthe menuicon s+ and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

Select Exports in the left menu, expand Transactional, and then choose Invoices.
The Invoices Export screen displays.

Fees, Billing & Payments

3. Select the Billing Period from the dropdown — one or many.

4. Do one of the following:

a. Select the Invoicing Runs from the dropdown — one or many.

b. Alternatively, you can leave this blank to run an export of all Invoices.
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5. Select ' or Export All (if all options are blank).

A .CSV file export displays for analysis. It contains the following data:

Contact ID 1 Sentral Contact ID
Contact Name 2 Contact name
Fee ID (?Invoice ID?) 3 Not relevant
Fee Number (?Invoice) 4 Alpha numeric unique identifier
Fee Due Date 5 Due date for payment
(?Invoice)
Fee Date (?Invoice) 6 Date the fee was created
Total Fee Amount 7 Amount
(?Invoice)
Fee Amount Due 8 Fee balance (could be negative and this indicates an overpayment
(?Invoice) has occurred)
Fee Amount Paid 9 Paid amount
(?Invoice ID?)
Fee Status (?Invoice 10 AUTHORISED — Ready for payment
ID?) PAID — Paid fee
VOIDED - No longer valid
Line Item ID 11 Not relevant
Line Item Description 12 Fee description per item
Line Item Student 13 Corresponding student’s code
Code
Line ltem Account 14 SAP cost segment
Code
Line Item Quantity 15 Item quantity
Line Item Unit Amount 16 Unit item value
Line Item Tax Amount 17 Item taxable value (if applicable)
Line Item Amount 18 GST free item value
Line Item Discount 19 Discount value (if applicable)

Payments export

1.

Select the menuicon and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

Select Exports in the left menu, expand Transactional, and then choose Payments.
The Payments Export screen displays.

Select the Payment Methods from the dropdown — one or many.

Select Payment Paid to Accounts freom the dropdown — one or many.

Select the Payment Statuses from the dropdown — one or many.
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6. Specify whether to filter by payment date. Select an applicable payment date via or leave this unchecked.

7. Select '.

A .CSV file export displays for analysis. It contains the following data:

Note: SME — Check column headings
coumnisser | Poston | Dmroin

Contact ID (?Debtor)

1

Sentral Contact ID

Contact Name 2 Contact name
Fee Number (?Invoice) 3 Alpha numeric unique identifier
Payment Number 4 Payment receipt number
Payment Status 5 AUTHORISED
Payment Reference 6 Paid via Cash
Paid via Cheque
Paid via Money Order
Paid via Sentral Pay (Online — Portal/App)
Paid via EFTPOS
Abstudy (Subsidy)
Paid via Third Party (Other subsidies, International, Scholarships)
Payment Description 7 Text field entry captured on original payment
Payment Method 8 Cash
Name Cheque
Money Order
EFTPOS
Third Party
Customer Payment Platform (CPP) (Online)
Payment Method Code 9 CASH
CHEQUE
MONEYORDER
EFTPOS
THIRDPARTY
ONLINE
Payment Is Reconciled 10 Not relevant
Payment Date 11 Date payment made
Created By 12 Named User for the payment
Total Payment Amount 13 Value paid
Payment Account 14 Will be blank
Name
Payment Account 15 Will be blank
Code
Payment FMS ID 16 SAP payment code
Payment FMS Source 17 NSW Finance (?Xero or Dynamics)
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Credits notes export

1.

Select the menuicon and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

2. Select Exports in the left menu, expand Transactional, and then choose Credit Notes.

The Credit Notes Export screen displays.

3. Select the date range required for output.

4. Select ' Export.

A .CSV file export displays for analysis. It contains the following data:

Contact ID (?Debtor) 1 Sentral Contact ID

Contact Name 2 Contact Name
Credit Number 3 Alpha numeric unique credit identifier
Credit Status 4 AUTHORISED

VOIDED — No longer valid

Credit Reference 5 Related Fee Number

Credit Date 6 Date credit created

Credit Fully Paid On 7 Date credit value completed
Credit Total Amount 8 Credit value

Credit FMS ID 9 SAP credit code

Credit FMS Source 10 NSW Finance (?Xero/Dynamics)
Line Item Student 11 Unique student identifier

Code

Line Item 12 Description of the fee item (credited)
Description

Line Item Account 13 SAP Fee Category description
Name

Line Item Account 14 SAP Fee Category code

Code

Line Item Tax Rate 15 Only used for taxable supply
Code

Line ltem Quantity 16 Unit quantity

Line Item Unit 17 Unit value

Amount

Line Item Tax 18 Taxable value (if applicable)

Amount
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Overpayments export

1.
2.

From the Finance module, select Exports | Transactional | Overpayments.

Select the menuicon and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

Select Exports in the left menu, expand Transactional, and then choose Overpayments.
The Overpayments Export screen displays.

Select the date range required for output.

Select .

A .CSYV file export displays for analysis. It contains the following data:

Contact ID 1 Sentral Contact ID
Contact Name 2 Contact name
Overpayment Number 3 Alpha numeric unique credit identifier
Overpayment Status 4 AUTHORISED

PAID
Overpayment 5 Related payment method
Reference
Overpayment Date 6 Date overpayment created
Overpayment Fully 7 Date overpayment completed
Paid On
Overpayment Total 8 Overpayment value
Amount
Overpayment FMS ID 9 SAP credit code
Overpayment FMS 10 NSW Finance
Source
Line Item Student 11 Unique student identifier
Code
Line Item Description 12 Text field entry captured on original payment
Line Item Account 13 SAP Fee Category description
Name
Line Item Account 14 SAP Fee Category code
Code
Line Item Tax Rate 15 Only used for taxable supply
Code
Line ltem Quantity 16 Unit quantity
Line Item Unit Amount 17 Unit value

Line Item Tax Amount 18 Taxable value (if applicable)
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Prepayments

1.

2.

From the Finance module, select Exports | Transactional | Overpayments.

Select the menuicon and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

Select Exports in the left menu, expand Transactional, and then choose Prepayments.
The Prepayments Export screen displays.

Select the date range required for output.

Select .

A .CSV file export displays for analysis. It contains the following data:
[Needs content]

1

2

Invoice allocations export

1.

Select the menu icon and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

Select Exports in the left menu, expand Transactional, and then choose Invoice Allocations.
The Invoice Allocations Export screen displays.

Select the date range required for output.

Select .

A .CSV file export displays for analysis. It contains the following data:

Allocation Entity Type 1 Either Credit or Overpayment

Allocation Entity 2 Corresponding Credit or Overpayment number
Number

Invoice Number 3 Original Invoice Number associated

Contact ID 4 Numeric value held in Sentral

Contact Name 5 Student’s named contact for invoices
(?Debtor)

Allocation Amount 6 Amount applied

Allocation Date 7 Date amount applied

Bank transactions

’ SENTRAL

Select the menuicon and choose Fees, Billing & Payments.

The Fees, Billing & Payments home screen displays.

Select Exports in the left menu, expand Transactional, and then choose Bank Transactions.
The Invoice Bank Transactions Export screen displays.

Select the date range required for output.
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4. Select '.

A .CSV file export displays for analysis. It contains the following data:

Debtor ID Debtor
Name

Bank Transaction
Number

Bank Transaction
Status

Bank Transaction
Reference

Bank Transaction
Date

Bank Transaction
Fully Paid On

Bank Transaction
Total Amount

Bank Transaction Is
Reconciled

Bank Transaction
Bank Account Name

Bank Transaction
Bank Account Code

Bank Transaction
Payment Method
Name

Bank Transaction
Payment Method
Code

Bank Transaction
Prepayment
Number

Bank Transaction
Overpayment
Number

Bank Transaction
FMS ID

Bank Transaction
FMS Source

Line Item Student
Code

Line Item
Description
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Line Item Account
Name

Line ltem Account
Code

Line Item Tax Rate
Code

Line ltem Quantity

Line Item Unit
Amount

Line ltem Tax
Amount

Students
Students export

1. Select the menuicon and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Exports in the left menu, and choose Students.
The Students Export screen displays.

3. Select the Academic Period.

This defaults to the current school year.

Select the Enrolment Statuses.

Select the Fee Types from the dropdown — one or many.

Select the Year Levels from the dropdown — one or many.

N o g o~

Select the School / Campus — one or many.
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8. Select '.

A .CSV file export displays for analysis. It contains the following data:

Row# 1
Student Code 2 Unique student identifier
NRIC No 3 Blank
Household Code 4 Blank
Household Name 5 Student contact
School Name 6 School name
First Name 7 Student’s first name
Middle Names 8 Student’s middle name
Family Name 9 Student’s legal last name
Roll Class 10 Student’s roll class
Academic Year 11 Student’s year level, i.e. 3, 4, 5, etc.
Enrolment Date 12 School enrolment date
Enrolment Type 13 Current — means Active student
GIRO Flag 14
Discount Flag 15 Y — Discount applies
N — No discount applies
Fee Group 16 Student’s associated Fee Group
Fee Name (Code) 17 Fee description associated with the Student and Fee Group
Fee Type 18 Fee
Fee Amount 19 Full fee value
Debtors

Debtors export

1.

Select the menu icon

and choose Fees, Billing & Payments.

’ SENTRAL

The Fees, Billing & Payments home screen displays.
Select Exports in the left menu, and choose Debtors.

The Debtors Export screen displays.
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3. Select '.

A .CSV file export displays for analysis. It contains the following data:

Debtor ID 1 Sentral Contact ID
Debtor Name 2 Contact name
Debtor Type 3 Household
Group
Contact
Adhoc
Activites_Contact
Debtor Status 4 Current
Debtor Donor Status 5 Current (used with Adhoc contacts)
Not applicable (all other Contact Types)
Debtor Is Archived 6 No — Active contact
Yes — Inactive contact
Debtor Billing Identifier 7 Not relevant
Debtor Instalment 8 Not applicable
Plan
Debtor BPay CRN Ref 9 Not applicable
Debtor 10 Blank
Communications
Preference
Debtor Website 11 Blank
Debtor Reference 1 12 Blank
Debtor Reference 2 13 Blank
Debtor Created By 14 DatalLayer (default value)
Source
Debtor Linked 15 Not relevant
Household Codes
Debtor Address 16 Contact Billing title and address details
Mailing Title
Debtor Address Line 1 17 Contact Billing title and address details
Debtor Address Line 2 18 Contact Billing title and address details
Debtor Address Line 3 19 Contact Billing title and address details
Debtor Address 20 Contact Billing title and address details
Suburb
Debtor Address 21 Blank
Religion
Debtor Address City 22 Blank
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Debtor Address 23 Contact Billing title and address details
Postcode

Debtor Address State 24 Contact Billing title and address details
Debtor Address 25 Blank

Country

Debtor Active Invoices 26 Count of outstanding invoices

Count ?Invoices

Debtor Total 27 Total value of the outstanding Fees (this includes any outstanding
Outstanding Amount Credits)

Owed ?Invoices

Debtor Total Invoiced 28 Total value of the Fees created
Amount ?Invoice instead of Fees?

Debtor Total Paid 29 Total value of the Fees paid

Amount

Debtor Active Credit 30 Count of all credits created

Notes Count

Debtor Credit Notes 31 Credit balance remaining
Remaining Credit

Debtor Active 32 Blank
Prepayment Count
Contact Prepayments 33 Blank

Remaining Credit

Contact Active 34 Count of all overpayments
Overpayments Count

Debtor Overpayments 35 Overpayment balance remaining
Remaining Credit

Debtor Contacts

Debtor contacts export

1.

Select the menu icon ss¢ and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.
Select Exports in the left menu, and choose Debtor Contacts.

The Debtor Contacts Export screen displays.
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3. Select '.

A .CSV file export displays for analysis. It contains the following data:

Debtor ID 1 Sentral Contact ID
Debtor Name 2 Contact name
Debtor Type 3 Household

Group

Contact

Adhoc

Activites_Contact
Debtor Status 4 Current

Debtor Is Archived 5 No — Active contact
Yes — Inactive contact

Debtor Billing 6 Not relevant
Identifier

Debtor Reference 1 7 Blank

Debtor Reference 2 8 Blank

Debtor Created By 9 DatalLayer (default value)
Source

Debtor Contact ID 10 System generated ID
Debtor Contact First 11 Contact name details
Name

Debtor Contact 12 Contact name details
Middle Name

Debtor Contact Last 13 Contact name details
Name

Debtor Contact Ref 14 System generated ID
ID

Debtor Contact FMS 15 Blank?

Internal ID

Debtor Contact FMS 16 Blank?

Source

Debtor Contact FMS 17 Blank?

Contact Number
Debtor Contact Email 18 Email address of the Contact

Debtor Contact 19 Blank?
Phone Number
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Outstanding fees
Outstanding fees export

1. Select the menuicon and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Exports in the left menu, and choose Outstanding Fees.
The Outstanding Fees Export screen displays.

3. Select the Academic Period.
This defaults to the current school year.

4. Select the Enrolment Statuses — one or many.

5. Selectthe Year Levels from the dropdown — one or many.

6. Selectthe Invoice Statuses.

???AUTHORISED (Draft & Submitted are not valid)???
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7. Select '.

A .CSV file export displays for analysis. It contains the following data:

Row # 1
Student Code 2 Unique student identifier
NRIC No 3 Blank
Household Code 4 Blank
Student First Name 5 Student’s first name
Student Middle Name 6 Student’s middle name
Student Family Name 7 Student’s legal last name
Roll Class 8 Student’s roll class
Academic Year 9 Student’s year level, i.e. 3, 4, 5, etc.
Enrolment Date 10 School enrolment date
Enrolment Type 11 Current — means Active student
GIRO Flag 12 N — Not applicable for NSW DoE schools
?Check what is valid for other schools?
Discount Flag 13 Y — Discount applies
N — No discount applies
Fee Group 14 Student Fee Group for billing
Debtors 15 Responsible debtor
Contact 1 16 Contact name
Contact 1 Email 17 Contact email
Contact 2 18 Contact name
Contact 2 Email 19 Contact email
Outstanding Balance 20 Value of outstanding fees
Un-Paid Invoices 21 List of outstanding fees

’ SENTRAL
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Discounts
Discounts export

1. Select the menuicon EEE and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Exports in the left menu, and choose Discounts.
The Discounts Export screen displays.

3. Select the date range required for output.

4. Select .

A .CSV file export displays for analysis. It contains the following data:

Student 1 Student full name

Campus 2 School

Debtor 3 Debtor

Invoices 4 Not relevant — internal fee reference
?Check?

Discounts 5 Cumulative value of all discounts applied

Aged receivables summary export

1. Selectthe menuicon sss and choose Fees, Billing & Payments.
The Fees, Billing & Payments home screen displays.

2. Select Exports in the left menu, and choose Aged Debtor Summary.
The Aged Debtor Summary screen displays.

3. Select the School / Campus — one or many.
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4. Select '.

A .CSV file export displays for analysis. It contains the following data:
?Unable to check - can't get report to run?

Contact# 1 Student full name
Contact Name 2 Contact’s full name
Student Detail 3 Student’s full name
Unallocated Credit 4 Credits and Overpayments amount
Total Due 5 Total Fees outstanding
Not Due 6 Aged Fees outstanding
Current 7 Aged Fees outstanding
1 month 8 Aged Fees outstanding
2 months 9 Aged Fees outstanding
3 months 10 Aged Fees outstanding
4 months 11 Aged Fees outstanding
5+ months 12 Aged Fees outstanding
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