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Getting started

Getting started with Sentral Payments (Victoria)

Target audience

Staff who handle Finances, Billing and Accounts payments.

Content

¢ Accessing Sentral Payments
e Portal Billing

¢ Managing Payments

¢ Payments Received

e Cases 21

Overview

Your school may need to collect payments from parents for a variety of reasons such as Camps, Excursions,
Sporting Events, Mother’s Day Stalls, Raffles, Voluntary Contributions, Fees.

Sentral Pay powered by Ezidebit, provides the online payment options for schools and parents such as
payment instruction and payment functionality across credit card and bank accounts.

Sentral Payments handles accounts receivable for school-initiated payments and Portal Billing.

Each payment will incur merchant and transaction fees as outlined in correspondence provided during
implementation.

Accessing Sentral Pay

All Staff can access Sentral Pay. However, your school should predetermine staff roles and responsibilities in
this space.

1. Select the Sentral menu icon and then under Finance, select Payments.

The Payments home screen displays.

Piyments7
~  Filters

SenalPay

ssssss

sssssssssss

uuuuuuuuuuuuuuu

Payment Requests - 219 Found
T I

e y

s vose =3

$100x AUTHORISED m

R e ) s

s#500 RO e i o e oy et s B 0t cions + |

SENTRAL PAY (VICTORIA) USER GUIDE | PAGE 3
’ SENTRAL ( ) |



Create a new payment request

Steps

Follow these steps to send an online payment request.

1. Select the menuicon

and select Payments.

The Payments home screen displays.

2. Select Sentral Pay in the left menu and choose Payment Requests.

3. Setect Il

The Create a New Payment Request screen displays.

Create a New Payment Request

Description Billing for

e.g. Term 2 History Excursicn Grouped Students Individual Students Other Contacts

Unit Amount Unit Quantity

Billing group

5 | 0.00 1 - Please select a group - v

Tax Amount (optional) Discount Amaount (optional)

5 0.00 5 | 0.00

Billing Date Due Date
30/05/2024 11/07/2024

Only Once Off Payments

O nione

Create a new queus
Tag an existing queue

4. Complete details for the payment request:

a
b.

o

‘ SENTRAL

Enter a description (e.g. Term 2 History Excursion).

Under Billing for, select either Grouped Students, Individual Students, or Other Contacts.
Enter a unit amount and unit quantity.

(Optional) Enter a tax amount and discount amount.

Select a billing group option.

¢ For Activities, select one or more activity from the list and specify whether to include only students
with permission.

¢ For Roll Class, select one or more classes from the list.

e For School Year, select school years from the list.

¢ For Teaching Class, select one or more classes from the list.
Select a billing date and due date.

Specify whether payers can only make one off payments - meaning no scheduled payments are
allowed.

Select one of the following options:
i. None
ii. Create a new queue, and then enter a queue name.

iii. Tag an existing queue, and then select a queue from the list.
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Previ
5. a. Select to review the payment run details.

The Online Bills - Preview screen displays.

b. If details are correct, select m .

A verification screen displays to confirm the billing run is live and captures the relevant information
associated to this run.

Payment Requests - 860 Found

e

[

O RequestiD DueDate  Linked To Description Total  AmountPaid Amount Allocated  AmountDue Siatus
O 860 2810172021 stugent- Brandon UPTON histroy $25.00  $0.00 $0.00 $25.00 AuTHORISED (e [y Defalls | Actions v
O s 280012021 stuent John SMITH istroy $2500 50.00 5000 2500 AUTHORISED (TSR (TT—
0 o7 28012021 aresSMITH  hisiroy 2500 5000 5000 s AuTHORISED (e er—,
O & 280012021 stusent: Mini QUALIS istroy $2500 50.00 5000 2500 AUTHORISED (TSR (TT—
O a5 28012021 stcent Abbey JESSEP hisroy $2500 50.00 5000 2500 AUTHORISED (TSR (TT—
O s 28012021 yia HUMPHREYS  nistroy $2500 50.00 5000 2500 AUTHORISED (TSR (TT—
O s 2800112021 stusent Galen EDGERTON  histoy $2500 50.00 5000 2500 AUTHORISED (TSR (TT—

—
O w2 28012021 stucers Kendsl DRAPER sty 2500 5000 5000 BT T S 28 s Ferig | Onty Once O Payment: | Detais | Actons v
O a1 17122020 NNDOCKER  invoicenoseqtest3  $250.00 S0.00 5000 $25000  AUTHORISED CIZEETRT)
O 0 17122020 stuert Comrad COLUE  nvoicenosea fest3 525000 50.00 5000 25000 AUTHORIsED (TSR
O a0 171212020 stusnt: Andy HUNTER invoice no seq test3 525000 50.00 5000 $25000  AUTHORISED ([ZRTRIE
Request Amount Amount Amount
0 Due Date  Linked To Descrption Tosl o Al Oue satus

Y et ] [ o
1002 0910872021 student Matt MURDOCK  Opera. $2000  $20.00 $0.00 $0.00 Details | Actions v
=

Payment Request Run Detil
[ Crestea By ExtomatTransaction Coce Lnks o
awzonn 1027
Successtul Porta Payments
PaymentiD Rers Alocation Date Transierea t School  Statement Descripon. Transaction Fees Charged  Paid B Parent satus sehool Acton
f AT IS o 00 PaentFoss Totak 050 |2050 skidok | SUCCESSFUL | successFr ot #m Skl Per @

¢ The Status Column updates to reflect authorisation, voiding and if payment has been received.
¢ The Flags indicate:
° Notification pending (created but not yet sent to parent)

° Email failed to send (Attempt made to send to parent but rejected possibly due to email address or
internet provider). Hover over the icon for the names

° Scheduled (in the queue to be sent)
° Email successfully sent (parent has received the payment request)
° Only one off Payment — parent can only pay in full

° Paid, authorised and voided provide detail around status of payment

6. Under Filters, select m to filter through the payment request screen to look for specific payments.
Useful for schools who have created volumes of payments requests and need to narrow your search.
7. Select to Mark as Paid (possibly the parent paid at the school or sent a cheque) or Mark as
Voided (cancel the payment request for this student)
Detail
8. Select to view each item for each debtor.
With Selected...
9. Select ~ and choose an option to Send Payment Request, show Quick Pay Link or Sync
with Linked Invoice.

Schools using Xero for Fee & Billings — notifications will be sent for the creation of the invoices.
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