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What we’ll Learn.....

Payment Processing Pre-Requisites
* BaseData

Student Payment Processing

Student Account Balance Overview
Course Balance Overview
Adding Additional Fees
Applying Credits/Discounts
Applying Payments

o Unallocated funds

o Allocated funds
* Student Account Changes

o Applying a Refund

Zeroing out a Student Account
Flagging a Bad Check
Voids
Deleting Voided Transactions (Optional feature)
Re-allocations
o Scenarios

Employer Billing/Payments & Payment Processing Reports

O O O0OO0OO0

Applying Employer Billing
Applying Payment
Creating an Invoice
Applying a Refund
Reports
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Module Assighnment
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Payment Processing
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Report Assignment
Payment Processing

O

0 O O o0 O O O O

Employer Billing/Payments
Student Payment Processing

Accounts Receivable List
Aged Accounts Receivable
Balance Due Report
Cashier Report

Course Fees by Course
Course Fees by Student
Daily Deposit Report
Employer Invoice

Out of District Fees by Student - *Note: this report requires you have a fee setup
called: “Out of District” in the Fee Management Module, and then have students
assigned this fee

Student Account Statement

Student Statements by Class

Note: The above modules & reports will need to be assigned to users by
the site’s ClassMate Adult Education System Administrator
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Payment Processing Pre-Requisites

The following items must be completed before performing any Payment Processing steps:

O

o O O O O

Discounts must be created in Discount Management Module

Employers must be created in Employer Management Module

Fees must be created in Fee Management Module

Funding Sources must be created in Funding Sources Management Module
Payment Methods must be created in Master Codes Management Module
Students must be enrolled in courses/classes in Registration/Enrollment Module

M

your site’s ClassMate Adult Education System Administrator to request they be assigned to you.

Note: If you do not have any of the above modules assigned to you, please contact
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Student Payment Processing

Getting Started

Double click Modules >

Double click Payment Processing >
Click Student Payment Processing

H Personnel Management
|§| li State Reporting

In the Student Payment Processing Module,

ClassMate users can apply payments to student accounts,
add additional fees, apply discounts,

set employer billing, apply refunds, and flag

a bad check

Courses can be setup in ClassMate to have specific fees associated with it. This functionality then allows
all the associated fees to be linked to any enrolled student in the course. It may be necessary to add
additional fees to a student account, for example, a late registration fee. This can be done in the Payment
processing module
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Student Account Balance: Overview

— Student Account Balance

The ClassMate payment processing functionality allows users to Course Balances Total:  [$4.465.00

easily see a total outstanding balance for a student. That is, if a Unsllacsted Payments Total: [[£3_£00.00)
student is registered for several courses the Student Account i85.335.00y

Balance will display the TOTAL for ALL courses with an
outstanding balance.

Select Registered Cowrse/Class prior to Applying
Fees or Payments

1 1 aLrze 358
If a student has unallocated funds, the total will also display feeree s T
Culinary Artz PT 1 Fal4PT

Student Course Balance: Overview

The CIassMafte payment processing functionality allows I ol o SRR
users to easily see a total outstanding balance for an Amount Paid 32500 00
Individual Course. The table displays the total charges for Credit/Discount: $100.00
that course, amount paid to date, any credits/discounts Total Refund(s) $0.00
applied, refunds given and the Balance Due for the Shleniet (D $6.195.00

selected course ONLY.
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Student Payment Processing: Adding Additional Fees

@ Select the Student Name from the listing on the left of the screen

@ Select the Course from enrolled course listing. The fee will be added for this course /student only

@ The current list of fees associated with the selected course appear at the bottom of the screen in the
payment allocations Grid. To add any additional fees, click the drop-down to display all additional fees.
Select the Fee you would like to add. If a fee is not listed in the drop down menu, contact your system
administrator. You may also enter a custom fee if needed

@ Click the BLUE Add button. The Balance Due will auto-update and the added fee with display in the
payment allocation/fee grid

( Fle Edt Mame Search Report
I * Alpha l— Studert Accourt Balance
Cn
Courss Balances Tetal: | $915.00 Date |__Unallocated Amourt__ | Check B
Unzllocsted Paymerts Total:
Student Account Total: $915.00
Adult Students =
& Akian, Margaret 10000120 A
- & Anderson, Jessica 1000013
€ Brenner. Shelby L 10000127 Seleclﬂegislemrd Cnuu;lﬁlasslprim to Applying Date | Amourt | Check# | Method
ees or Tayments 12/18/213 $500.00 65432 Check
g gurson, ’éih‘ety N ;4@3885? Cores TTom T 1212/2013 . $3.000.00 =
urson, Christine :
. Part-Time LPN | 131470
€ Burson. Kimberly N 1000012 )
) £
-8 Cat Kitty 100001291 Select Type of Processing—————————————|
- &  Cooper. Katherine E 100007 ( * Papment £ Emplayer Biling
8 Cooper, Kelsey R 10000122 S5 T8 RS AT
-~ &  Cooper, Mark A 100001218 Papmentémourt |
- & Cooper. Wiliam F 1000012 Disbursement Date:  [ga/15,2014 =
F R d [ ate: .
g Bante, JKU\SWETOL%%?ZLZZ 4 | | Feevesta The additonal Fee
anke, Kalyn e Nates} will display in the fee
€ Danke. Tiffany 100001175 Addiional Feels) Grid
- &  Fenstermacher. Dahlia 10( |- Selecta Fee Type =IG)
-8  Fenstermacher, Deara L10 rourt Q Step 2: Faymert Allocstions
€  Garfield, Gindy L 100001232
Garfield. Keymarroo A 1000 | Couse Balayoe Due [T
- @ Garfield, Michasl 1000011 f:m:'s:; % 08/12/2013  ApplicationdTest Fae
. 01/28/2014 | FT LPN 201415 Teu
g Garfield. Rebekah L 100001 CreditDiscount [ w000 A28 LN Tuiion 200314 | [
Garfield, Robyn L 100007128 - 01/28/2014 LPN Supplies if
R 4 i nnnnio ISl s000) 09/15/2014  Addiional Fee Samp
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Student Payment Processing: Applying a Credit/Discount

A Credit/Discount can be applied to a student account just as a regular payment would. Credit/Discounts can also
be allocated to specific fee types. Credits/Discounts applied in dollar amounts can be allocated to several fee
types, while percentage credit/discounts can only be allocated to 1 fee type

| Select the Student Name from the listing on the left of the screen
Select the Course the Credit/Discount should be applied
@ Select the Credit/Discount Radio button

&+ Alpha I— Student Account Balance Burson, Christine M 100001221
D Un-Allocated Payments

T Course Balances Total: |$B,?85.[Il] Date | Unallocated Amaount | Check # | tethod | Tupe | Funding Source | Comment

gtz len j Unallocated Payments Total:

Ad H— ST d -t- Student Account Total: $8.765.00

L Laents =

------ 8  Akian. Margaret 10000120 4] |

------ £ Anderson, Jessica 1000013 Course Payments

------ €  Brenner. Shelby L 10000127 Select HBQiSlEIBFd CDUISSJUaSStD'iD' to Applying Date | Amount_ [ Check | Method | Typs | Funding Source | Comment

...... ees or Tayments 06/23/2014  $4.000.00 3289437 Check .. Riefund Dther Refund

g@ BBUI'SOH, AE(';LG)/ T 100301133 e I Class | 06/23/2014  $13,000.00 214189 Check Payrment Parent Pluz Loan
""" urson. Lhristine PartTima PN | 121364
------ € Burson. Kimberly N 1000012 Part-Time LPM 11 201314
, 2) Ful Tire CLILINARY MF Sept13 2345 | |
------ 8 Cat Kitty 100001291
- Select Type of Processing o
...... 8 Cooper, Katherine E 10000 r " Payment " Employer Biling @_F iCredit/Discount " Refund " Bad Check

Note: A Credit/Discount should be thought of as a method to reduce the amount a student owes
without any money exchanged. For example, a student receives a 50% discount on tuition because
they are a senior citizen.
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Student Payment Processing: Applying a Credit/Discount

@ Select the Discount to Apply from the drop down menu. See your system administrator if a required
discount does not appear on the list

Enter the Disbursement Date. System will default to current date. This is the date the monies are applied
to the student account

E] Enter the Received Date. System will default to current date. This is the date the payment was physically
received by the school

@ Enter any Notes related to this transaction

The list of fees associated with the selected course appear at the bottom of the screen in the credit
allocations grid. Select the Fee Type the Credit/Discount should be allocated by clicking on the fee

Credit/Dizcount Enter Any Additional Motes Herel ﬂ
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Student Payment Processing: Applying a Credit/Discount

The list of fees associated with the selected course display at the bottom of the screen in the Credit
Allocations grid

Select the Fee Type the Credit Allocation grid by clicking on the fee name. The credit amount to be
allocated will display in the remaining unallocated field

E] Select the Blue Allocate
Select the Blue Apply Button

The Course Balance due will now reflect the
e
Credit/Discount selected .

1780.00
Trucking Tuion -8 1750 (9

3 Original Fee Fee B alance Allocation B alance After Allocation Dizcount 'Will Apply
Q $.3.560.00 $3.560.00 $3.560.00 Y

Trucking Tuition -B

Cancel
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Student Payment Processing: Applying a Credit/Discount Y -SahoolSolitions

Apply a Credit/Discount to a Single Fee Type

In the Credit Allocation Field you will see the selected fee type display along with the Credit/Discount to be applied. If you
@ want to apply the entire dollar amount/percentage discount to a single fee, Click the BLUE Allocate button.

NOTE: Credits/Discount setup in a percentage format can ONLY be applied to a single fee type

Apply a Credit/Discount to a Multiple Fee Types

If you want to apply a portion of a credit/Discount to multiple fee types, select the first fee you would like to allocate a dollar

amount to. Enter the partial dollar amount in the field next to the BLUE Allocate button. Click the BLUE Allocate button. Select
the additional fee type(s) until the ENTIRE dollar amount has allocated

NOTE: The ENTIRE dollar amount must be allocated before you can apply the credit/Discount
Click the BLUE Apply button

Step 1: Credit Information Air Distribution Moduld

Discount to Aol [4F Tjitian Discaunt $100 - $100.00 _@

Disbursement Date: [ m1zeenia =
Received [ate: N334

Note(s] Enter Disbursement =
Date, Received

Date and any Notes
! =

Credit/Discount

Step 2: Credit Allocations Remaining Unallocated: 100

|#pplication/Test Fee 201314 [s100.00 @

Original Amnount

Balance Due

Allocated Amount Hema\n\n Balance FeelNum

127164201 0 4y 3 410000 759
0341272014 HVAC TUU| K| $300.00 $300.00 $SDD il 2681
12A6/2013 HWAL: Air Distribution Module $585.00 $585.00 $585.00 2892

4

Step 3: Process

o =N

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION

Do not copy or distribute without written permission from Harris School Solutions, Copyright ©2014. [Unpublished Work]. All rights reserved.



Payment Processing =) HARRIS

‘\\. School Solutions
Student Payment Processing: Applying a Credit/Discount

Helpful Hints: Credit/Discount Percentages
Percentages are applied to the original fee type amount. For example, if a 50% discount should be applied toward tuition and a
portion of the tuition has been paid, the 50% will be applied to the original tuition amount

Credits/Discount setup in a Percentage format can only be applied to a SINGLE fee
Helpful Hints: Base Data Fee Management Setup

Ensure that any fee you may want to apply a credit or discount has been marked “YES” for Discounts Apply. If the fee type is
marked “NO”, credits/discounts will not be permitted for that fee

Fee Category |Tuition

Fee Description: IFIoraI Design Tutition

Default Fee: |$125.00

GL Account # |303540
Discounts Apply: Delayed Billing Applicable?
1098T Eligible
{ ~ Yes ~ Nao
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Student Payment Processing: Applying a Credit/Discount

Helpful Hints: Course Payments
Note the Course Payments Grid before and after a Credit/Discount has been applied.

Course Payments
[Drate | Amount | Check # | Method | Type | Funding Source | Comment

Date I Amount I Checl: # I Method | Type | Funding S ource | Commenl 1§
09/15/2014  $8.500.00 Credit Credit/Discount

Before

1| Bl 4

Helpful Hints: Course Balance Due

Note the Course Balance Due Grid after a Credit/Discount has been applied. The Credit/Discount is displayed and

the total balance due reflects the credit/Discount. The remaining balance in the fee grid should match the Balance
Due

- Bial Due
Sance uerotaIEharges:

$1.585.00

Amount Paid: £0.00

# Credit/Dizcount; £100.00
T otal Befsadlal

= —
—
$1.455. 00

———
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Student Payment Processing: Allocating & Applying Payments

(D) Select the Student Name from the listing on the left of the screen

@ Select the Course. You must select a course prior to making a payment if you want to apply the entire payment to that
course only

@ Select the Payment Radio button

Student Aceourt Balance

 Alphe [
(ol

) Course Balances Total:  [$4.790.00 || Date Unalocaled dmount._ | Check 8
7dam‘ Fiker o Unsliocsted Paymerts Total: [
€ Lazzaro. Jermod J 10000125] I
@Lazzaro, Jessie M 1000 4|
€ Lazzaro. LaTricia M 100001
8 Lazzaro, Nicole M 10000128 | Select Registered Cours IEI p or to Applying Date [ Amount | Check# | Method
€ Lazzaro, Stephanie 10000 Foos or Paym
g woftau, Alexs 100001229 | (oo (By e
€ Mottau, Imani 5100001224 =
€ Mottau, Jessica 10000127 —
- & Mottau, Kathy 100001296 @6‘ Payment " Employer Biling

Populate the following Payment Information Fields:
@ Payment Amount:  Enter the payment amount

Funding Source: Select from the drop down menu

Disbhursement Date: Enter the date the funds are applied to the student account. System will default to
current date.

Received Date: Enter the date the funds were received by the school. System will default to
current date.

Payment Method:  Select from the drop down menu

ID Number: Enter the payment method ID# ( For example, check number)
Notes: Enter any notes pertaining to the transaction
Step 1: Payment Information @ Alr Distribution Medul;
Funding Source:

Payrment Amaunt: IQSD_?D Student (Sel-Fay) -

Dishursement Date: — [nasamma = Payment Method: | Chack =

Received Date IR N | ID & 784

Notefs}: Studentis having difficulty making payments in timely manner. | =l

El
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Student Payment Processing: Allocating & Applying Payments

@ Select the Fee Type from the Payment Allocations grid. This is the fee type the payment will be allocated

@ Enter the Allocation/payment dollar amount in the field to the left of the BLUE Allocate button. If you are allocating the

entire payment to a single fee type (such as tuition), there is no need to change the amount- it will default to the amount
entered in the Payment Amount field

Should the need arise to allocate a payment to multiple fee types, simply follow the steps outlined above until the remaining
unallocated funds field has a zero dollar amount. Remember to edit the dollar amount field to the left of
BLUE allocate button to reflect the desired amount to allocate for each fee type.

@ Select the BLUE Allocate button

Select the BLUE Apply button

Step 2: Payment Allocations Remaining Unallocated: |25|:|.?|:|

IHVAC: Air Distribution Module @ISBEED.?D @

[rate | Fee | Original Amount | Balance Due | Allocated Armount | Remaining Balance | Fectum
12A16/2013 Application/Test Fees 201314 $100.00 $50.00 $00.00 2841
03A12/2014 HyAC T ool it $365.00 $365.00 2681
12416/201. Ha o air Digtribution Module 445901 2592

4| | 2
Step 3: Process
g_— PiitReceipt 7
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Student Payment Processing: Unallocated Funds

ClassMate allows users to apply a received payment to a student account without allocating it a particular course/fees.
Additionally, you can allocate the funds received to multiple course if needed. Students can carry unallocated funds with them
on their student account using this payment functionality

m Select the Student Name from the listing on the left of the screen. DO NOT select a course

@ Click the Payment button and populate all the payment information fields: payment amount, disbursement date, received date,
funding source, payment method and ID# if required. You can also enter any additional notes related to this transaction

@ Select the BLUE Apply button

@ Select “Yes” when ClassMate asks “No Allocations have been made, are you sure?”

[ ephe ——————— Studert Account Lazzaro, La'Tricia M 100001240
1D Un-Allocated Payments
Total:  [$11.840.00 Date | Unallocated Amount__ | Check# | Methad | Type | Funding Source | Comment
Student Filter
q reall ot ents Total: [
€ Lazzaro. JermodJ 100001224] e
-8 Llazzaro, Jessie M 1000012: 4 | |
@ Lazzaro, La'Tricia M 10C D= Depmnts
. I[azzaro gwtco\ﬁ ] 10(1%%10% Select HregislweFdE 5::’:‘;;5::;(:"0' to Applying Date | Amount | Check# | Method [ Type [ Funding Source | Comment
azzara, Stephanie
§ Mottau Aleds 100001220 | [Emam =S
- &  Mottau. Imani S 100001224 Fat-Time LPN | 12138M J | B
-8  Mottau, Jessica 10000127 T Ty
€ Mottau, Kathy 100001296 L & Payment " Emploer Biling  Credit/Discount © Refund  Bad Check |
-8 Mottau, Kely L 100001262 Ko allocations have been mads, are you sure? step 1 Fammert fermation @ Full-Time LPN
€ Mottau, Paulo 100001276 — PaymentAmount  [3000 e = | =]
€ Mottau, Robyn M 10000120 @ No Distwsement Date:  [pa/15,/2014  _v| Payment Method:  |Check =l
-8 Mottau, Timothy.J 1000012 RecevedDae  [masama =] LL A ]
€ Mouse. Mickey M 00002000 7ﬂm—l L] Hotelst =
-8 Nelson, Gomates A 100001 ddiional Feslst
€ new new 100001287 |- Select Fes Type = =
€ cink, Pig 100001312 A'",“”'— Step 2: Paymert Allocations VRS S —, B
-8  Oliveira, Chelsea A100001Z_| [ Alocate |
€ Ciivera, Cherd L100001217 | “roiee Balance Due Dale [Fee I | ngma\?l FecBalance | Alocation |
& Packers, Crystal M 1000012 Z:w:s:; —m'ﬁss 06107202 ApplicationTest Fee 575.00 575.00
€ Polak. Laura 100001303 ) L) 08/10/202  FT LPN Tuifion 201213 3650000 48,500.00
€ Pollak Randy 100001309 Total Bafuredi) T
-8 Redford, Robert 1000012¢ Balance Due: [ fos7500
€ Reinhar, Dennis 10000121 |
€ Reinhart, Martha E 100001:
-8 Reinhart, MeganJ 1000012 4 | I
8 Reinhart, Mereditth L WOOOE'LI Step 3: Frocess @ = ™
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Student Payment Processing: Unallocated Funds

@ Select “OK” when the transaction is complete message displays.

Note: The un-allocated payments grid now displays the unallocated funds
The following fields display:

=\
7 HARRIS

dClassMate Adulté x|

Complete!

Date Unallocated Amount
Check # Method

Type Funding source
Comments Original Amount
Payment # Unallocated #

The Student Balance Table now displays the unallocated payments total as well. Remember
Student Account Balance displays the TOTAL outstanding balance for all classes the student

is enrolled
Studert Accourt Balance Lazzaro I a:' [jcjﬂ M 100001240
~ Un-Allocated Payments
Course Balances Total: |$11,34l]_l]|] Diate I Unallocated Amount I Check # I I ethod I ype | Funding Source | Comment
:. Unallocated Payments Tetal: [($3.000.00) 09/15/2014 $.2.000.00 a3 Check Unallocated Pa..  PELL
Student Accourt Total: $8.840.00 \
‘| | i

Courze Payments

Select Registered Course/Class prior to Applying Date | amount | Check#t | Method | Type | Funding Source | Comment
Fees or Payments

Course I Class I
Full-Time LPN 201213
Part-Time LPM | 121340
4] | 2l
—alect Twpe of Processing |
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() Select the Student Name from the listing on the left of the screen

@ Select the Course. You must select a course prior to making a payment if you want to apply the payment to the course.
Notice the fees associated with selected course will display in the payment allocations grid and the course balance due table
will display the course associated fees

@ Select the Unallocated Funds record from the grid by clicking it. Notice the payment amount will default to the amount
unallocated.

Student Accourt Balance

* Alpha
1D

Lazzaro, LaTricia M 100001240
Un-Allocated Payments

Method

Check

—

|- Student Filter

[$11.,840.00

j Unallecated Payments Total: |[$3.000 00)
Studert Accourt Tetal: $8.840.00
-8 Lazzaro, JerrodJ 100001282

-8 Lazzaro, Jessie M 1000012: al |

Course Balances Total:

Comment

Course Pavments

@Lazzaro, LaTricia M 10C
-8 " Lazzaro, Nicole M 10000128
Lazzaro, Stephanie 10000

Select Registered Course/Class prior to Applying
Fees or Payments

Mottau,
Mottau,
Mottau.
Mottau,
Mottau,
Mottau,
Mottau,
Mottau,
Maouse,
Melson,

Alexis 100001229
Imani S 100001224
Jessica 10000127
Kathy 100001296
Kelly L 100001262

Paulo 100001275

Robyn M 10000120
Timothy J 10000127
Mickey M 00002000
Gomates A 100001

| Covrse

| Class |

fro)

2} Full-Tirme LPM
Part-Time LPN |

L

2213
12138M

new, new 100001287

oink, Pig 100001312

Oliveira, Chelsea A 1000012
Oliveira, Cheryl L 10000721
Fackers. Crystal M 1000012
Pollak, Laura 100001303
Pollak. Randy 100001309
Redford, Robert 1000012¢
Beinhart Dennig 10000715

SEEEEEEEEEEEEEEE LY.

—Add Fees:
i

Amaunt

/A

N

N

e e

Date | Amant | Check # |Method

Type | Funding Source | Comment

|

i

|—Select Type of Processing

i+ Papment " Employer Billing

" Credit/Discount

Step 1: Payment Infarmation

Papment Amourf |$3,DDD.UU

Disbursement [ ate: 09 oTa -

IDBM B/2014 = I

Received Date:

" Refund

" Bad Check |

FullTime LPN

Funding Source:

PELL

[~

Fayment kethod:

Check

1D #:

a3

Mote(z]

El
El
|

Step 2: Payment Allocations

Remaining Unallocated:

3000

L atocete | _Cea ]

Amaunt Paid:

Credit/Discount:

Total Refund|s)
Balance Due:

Date | Fee

| Original Fee | Fee Balance | Allacation |

08/10/2012
0210202

Application/Test Fes
FT LPM Tuition 201213

$75.00
$8,500.00

$75.00
$2,500.00
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Student Payment Processing: Making a payment using unallocated funds

@ Select the Fee Type from the payment
allocations grid

@ Allow the entire Unallocated Amount to default
or enter amount you would like to allocate
toward the selected fee.

@ Select the BLUE Allocate button. If you do not
allocate entire amount, you can select
additional fees, enter amount and allocate or
allow the remainder to continue as unallocated

@ Select the BLUE Apply button to complete all
allocations

The allocation will display in the Course
Payments Grid. If you have additional funds
unallocated, the amount in the unallocated
Payments grid adjusts to reflect the new
amount.

V), HARRIS

School Solutions

4

Lazzaro, LaTricia M 100001240
Un-Allocated Payments
Date | Unallocated Amaunt | Check # | Method | Type | Funding Source | Comment
09/15/2014 $0.00 29 Check Unallocated Pa..  PELL
09/15/2014 $3.000.00 7890 Check Unallocated Pa..  PELL @
< | i
Course Payments
Date | Amount | Check # | ethod | Tupe | Funding Source | Comment
| | i
Select Type of Processing
% Papmerit " Employer Biling = Credit/Discount " Refund " Bad Check |
Step 1: Payment Information Eull.Time LPN
Funding 5 :
Payment Amaunt: I$3,DDD.UD VR S PELL j
Dishursement Diate: I—_loan 50014 - Payment Methad:  [Check | ]
Feceived Date: IDQ.H 572014 - I B 7830
Mote[s]): d
Step 2: Payment Allocations Remaining Unallocated: |3DUU
FT LPN Tution 201213 Qlw,oon.un ([ Clear ]
Date | Fee | Original Fee Fee Balance | Allocation |
08/10/2012 Application/Test Fee $75.00 $75.00
[05/10/2001 2 FT LPM Tuition 201213 T
4| | i
Step 3: Process @ B_— Frint Receipt |#

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Allocating & Applying Payments
Helpful Hints: Removing an Erroneous Fee

i V), HARRIS

~a School Solutions

Fees associate with a student account can be removed ONLY if NO monies have been allocated to the fee type. Fees charged to a
student account in error would use the following functionality:

Right Click the erroneous charge and select Remove Fee. The fee will no longer display in the grid

Step 2: Payment Allocations Remairing Unallocated: I
Flaral Design Fee [$100.00 [ Alocate | [[oea ]
Date | Fee | Original Amount | Balance Due | Allocated Amount | Remaining B alance | FeeMum
12/16/2013 Application/Test Fee 201314 $100.00 $100.00 $100.00 2596
12/16/2013 H#C: Heat Pumps Module T... $945.00 $945.00 $545.00 2595
Change Date £100.00 100.00

2R3

Helpful Hints: Adjusting the date on an allocation

The need may arise to adjust the date on an allocation. To adjust the date:

Right Click the fee type you would like to adjust, modify the date and select Change Date. Select the new date
from the drop down menu and select the BLUE SAVE button. The new date will display in the grid

Step 2: Payment Allocations Remaining Unallocated: | 5 EIECt a N e D atE
[HVAG: Heat Purps Module Tuition [s945.00 [ ocate | [Coka |

Date | Fee | Original Amaunt | Balance Due | Allocated Amaunt | Remaining Balance | FeeMum

1241672013 Application/Test Fee 201314 $1UU 00 $100.00

12/16/20013 HAD ™

$10000 ||:|3.-"1 g/2014 ;I

2945 00

4 |

Step 3: Process

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Allocating & Applying Payments

Helpful Hints: Print Receipt

The Print Receipt automation can set as a user default. This feature can be permanently turned by the system administration
This means each time a transaction is made by default automation will create a receipt. If users DO NOT have this default set and
would like to print a receipt, simply check the Print Receipt box before making a transaction

Step 3: P Payment Receipt
AL 03132014

[ [T PitRecspl

25070

Helpful Hints: Allocating funds to a specific course & multiple fee types

The dollar amount field located next to the BLUE allocate button can be adjusted to reflect the amount needed to be allocated to
each fee type. You MUST allocate the ENTIRE payment amount before applying the payment. A message will display if you do
allocate the ENTIRE payment amount.

SEEL R Rentifermstion Air Distribution Module
Funding Source:
Payment Amount |?4_DD Parent -
ClassMate Adult Ed x| = Payment Method:  |MasterCard =
—= 1D #:
Must allocate entire payment amount ad
The entire Payment
I amount has NOT
been allocated
Step 2: Payment Allocations \
Date | Fee | Original A&mount | Balance Due | Allocated Amount | Femaining Balance | FeeMum
124116/2013 Application/Test Fee 201314 $100.00 $50.00 $25.00 $25.00 2591
03412/2014 HAC Taol Kit $500.00 $365.00 $365.00 2681
1216/2013 HAL: Air Distibution Module $585.00 $208.31 $208.31 2892
4] | |

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Applying a Refund
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4

Select the Student Name from the listing on the left of the screen
Select the Course the Refund should be applied
Select the Refund Radio button

& Alpha l— Studert Accourt Akian, Margaret 100001206
(o]} Un-Allacated Paymeants
St Fil Course Balances Total:  |346.895.00 Date [ Unallocated &mount_ | Check# | Method [ Type [ Funding Sowce [ Comment
|- Student Fiter
o Unallocated Fayments Total:
D Adu” S«tuden«tg Student Account Total I"B‘HBSUU
Akian. Margaret 10000 4| | i
!3 Anderson, Jessica 1000013 Coutss Payments
-8 Brenner, Shelby L 10000127 Select Registered Course/Class prior to Applying Date |_Amount | Check# | Method | Tupe [ Funding Sowrce [ Comment
€ Burson, Ashley N 10000124 Fees or Payments 09/01/2014 $2,500.00 8892 Check Payment  Student (Self-P..
L 5 [ o [
~&  Burson, Christine M 100001 EYE e T
- & Burson, Kimberly N 1000012 Full Time CLILINARY M-F Sept13 2345 ] | 5l
Full Time LPN 201314
€ Cat Kitty 100001291 Fll Tine CULINARY M-F Sepi13 1312FC Ty —
-8  Cooper, Katherine E 10000° FulkTime LPN 20314 ( " Payment " Employer Billing " Credit/Discount * Refund @ " Bad Check \
€ Cooper, Kelsey R 10000123 | |Merketnatorthe Hosplally ndustyy  MKTTHE Step 1: Refund Informtion @ " Full Time CULINARY M.F Septt3
€ Cooper. MarkA 100001218 Refund Amaurt T000 Funding Seuree: —[syudent [Sell-Pay) ﬂ
-8 Cooper, Wiliam F 10000128 Refund Date: 19/16/2014 = Papment Method: | Check
€ Danke, Justing M 10000728 | I 4 SubmissionDate  [pgies014 =] D # ‘787390
4 3
€ Danke. Kakn P 100001222 dd Foce Matelsk Ep Bl
-8  Danke, Tiffany 100001176 A
€ Fenstermacher, Dahlia 100 C =
@ Populate the following Payment Information Fields:
Refund Amount: Enter the refund amount
Funding Source: Select from the drop down menu
Payment Method:  Select from the drop down menu
ID: Enter an ID # associated with the payment method. It is required for

checks

Select from the drop down menu

Enter the date. System will default to current date.

Enter any additional notes. The System auto creates a notation
referencing the Refund. Add to this note ,edit or remove the auto

created notation

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Applying a Refund o Sencolsolitions

@ Select the Fee Type you would like to pull the refund from. Associate fees are listed in the grid. This is the fee type the refund
will be removed from. Funds MUST have been allocated to this fee type originally if you want to apply a refund. Refunds
CANNOT be used on a fee type with no applied allocations

@ The Refund dollar amount field to the left of the BLUE Allocate button needs to adjusted to reflect the amount being pulled
from each fee type. If you are refunding a single fee, enter the entire amount.

Should the need arise to allocate/pull a refund from multiple fee types, simply follow the steps outlined above until the
remaining unallocated funds field has a zero dollar amount. Remember to edit the dollar amount field to the left of the BLUE
Allocate button to reflect the amount to allocate to each fee type.

@ Select the BLUE Allocate button

Select the BLUE Apply button

Step 2: Refund Allocations Remaining Unallocated: 375
FT LPM Tuition 201314 |$3?5.DD -|® -|
Date | Fee | Original Amaunt | Balance Due | Allocated Amaunt | Remaining B alance | FeeMum
1 2;’09.:"201 3 ApplicationsTest Fee $75.00 $0.00 $0.00 2568

.@l FT LPM Tuition 201314 $9.000.00 $6.650.00 $37R.00 $7.025.00 2544
12;’09.:"201 3 HWAL Text Books $400.00 $37R.00 $375.00 2569
<] | |
Step 3: Process

QG Y e | S

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Adjusting the Balance Due After a Refund

After applying a refund, users will often need to adjust the balance due to reflect school refund policies,
regulations guiding refund amounts, etc.

To adjust a balance due or zero out a student account
m L. 0 Refund after 30 days 50% i} —

Select the Fee Type from the additional fees Fefund after st of lase 1%

drop down menu. If the fee type does not display oo Fom Shot Temm

Rewerse Charge

in the drop down, contact your system Reverse Refund
.. . Sent to Collections
administrator for assistance

L2 O o

@ Enter the Amount to be refunded dependent
upon the fee selected. This amount will be a
negative number. If the refund is 100 %, then T —i | O
enter — entire amount. This will zero out the 3560 0 O
student account. If the refund is 50%, enter — | AddTax |
50 % amount. This will reduce the balance by 50% —_—

@ Select the BLUE Add button

Allocate

| Fee | Original Fee | Fee Balance Allacation Balance After Allocation Discount Will Apply
11/08/2018 Refund prior to class start 100% [$3.560.00) [$3.560.00) [$3.560.00) M
0810/2m5 Trucking Tuition -B $3.560.00 $3.560.00 $3.560.00 Ad

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Helpful Hints: Existing Payments
Note the Course Payments Grid after a Refund(s) has been applied

Course Payments

Date | Aot | Check # | b ethod | Type | Funding Source | Comment

0142942014 $2,000.00 156 Check Pavment FELL

12A17/2013 450000 500 Check . Student (SelfP..  Refund

1272013 0 $2.000.00 a3 Check aYrnEr Student [Self-P...

124720130 $100.00 7a9a Check Payment Student [Self-P...
=

Helpful Hints: Balance Due

Note the Course Balance Due Grid after a refund has been applied. The Refund is displayed and the Total Course
balance due reflects the refund(s)

In accordance with your schools refund policies and procedures, users can now adjust the balance due using
fees (negative numbers are allowed in fees) and reverse charges

| |
— Bal g
oLrse aa?%-taaP 1=

arges: $14.850.00
Amount Paid: £4.000.00
Credit/Dizcount: $0.00

——' T otal Refund(s): E TE00. 00T
Balance Due: 1138000

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Payment Processing
Student Payment Processing: Flagging A Bad Check

Select the Student Name from the listing on the left of the screen
Select the Course the Bad Check is associated
Select the Bad Check radio button. A listing of checks associated with the course will be display

Select the Bad Check from the list by placing a check mark in the box to the left of the check number

eEEeEB OO0

Select the BLUE Process button

B Alpha I— ‘ Studert Account Balance Burson, Ashley N 100001242
D Un-Allocated Payments
e Course Balances Total: |$l1,335.|]l] Date | Unalocated Amount | Check # | tethod | Type | Funding 5ource | Comment
e j Unallocated Paymerts Totsl I
) Adul Student B Studert Account Total: |311,335_|]|]
ult Students
-8 Aldan, Margaret 10000120 | | o
8 Anderson, Jessica 1000013 Course Payments
o Brenner, She|b}f L 10000127 Select HBgiﬂElBFd CDUIS;-’Clﬂ“lDIiUI to Applying Date | amount | Check | Method | Type | Funding Source | Comment
i_ ) FEs of Fayments 01/29/2014  $2,000.00 156 Check Payment PELL
Burson. Ash.ley N 10000 e T Ciams [ =] [1217/2013 450000 a0 Check Frefund Student [SelP_. Refund
-8 Burson, Christine M 100001 12A7/2013 $2,000.00 798 Check Payment Student [SelfP...
Parl-Time LEN | 1aT4m0 1217/2013 | $100.00 7898 Check B Student (Sl P
8 Burson, Kimberly N 1000017 aFuII—Time LPN 201214 | E & Spment tudsnt [SelfP... I S
. Full Time CULINARY MF Septi3 1314FC g E
-8 Cat Kitty 1000072¢7 Full Time CULINAR'Y MF Sept3 1314FC R ——
. Cooper, Kathering E 10000° Full Time CULINARY M-F Sept13 1314FC |— = Paymert = Emplayer Biling " Credit/Digcount " Refund @G Ead Check |
. Full Time CULINARY M-F Sept13 1314FC =
~&  Cooper. Kelsey R 10000122 Full Time CULINAR'Y MF Sept13 1314FC R Creck fmourt Select the retumed check(s] and
-8 Cooper. Mark A 100001218 Full Time CULINARY M-F Sept13 1314FC | | 3 . . click process to mark the bad
P Full Time CLILINARY b-F Septl3 1314FC 221 : A list of all associated checks.
€ Cooper, Wiliam F 10000128 Full Time CLILINAR'Y b -F Septi 3 1314FC [ 7328 $100.00 checks for the course
8 Danke, Justine M 1000012E F'?'a' Design - & hrs. | 201314 _l;l S;gﬁ T;SDUDUDUDU? will display
4 » .
g Danke, Kalyn P 100001222 | Lo | 2 (@) $2000.00
Danke Tiffany 1000071176 it aal Caclal

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Flagging A Bad Check

@ . ClassMate Adult Ed
Select the “YES” button when asked if you are

sure you want to mark the checks as
Returned/Bad.

A confirmation message will display.

ClassMate Adult Ed x|

Bad Checks Have been Flagged

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Clearing Allocations and Abandoning any Transaction

Helpful Hints: Clearing the Allocated funds field
Anytime prior to APPLYING the allocations you can simply clear the allocated fields and begin again. This may be due to a
incorrect dollar amount entered, a wrong selection, etc. As long as the apply button has NOT been selected the BLUE CLEAR
button is your “reset” so you can begin again.

Helpful Hints: Abandoning the entire transaction
Anytime prior to APPLYING the allocations you can simply abandon the entire transaction. This may be due to a wrong course
or student selection, etc. As long as the apply button has NOT been selected the BLUE Cancel button will clear all payment
related fields. You can then leave the student account confident no transaction has taken place.

Step 2: Payment Allocations Remaining Unallocated: Ig,g—
FT Welding {30.0000] [Alocate | @
Date | Fee | Original Amount | Balance Due | Allocated Amount | Remaining B alance | FeeMum
10/22/2013 FT welding $5.000.00 $2999.25 $2,999.25 2548
4 | Ll
Step 3: Process
oo ] @ Pt eceit 1%

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Voiding a Transaction

If an error has made for an existing payment the date/allocation can adjusted. If a correction, edit or
adjustment is required for a dollar amount, the transaction must be voided and a new transaction
made that reflects the accurate dollar amount.

Select the Course. All existing payments for the course will display in the grid.
) Select the Payment to be voided . Right click on the payment
Select Void Transaction. A confirmation will display. Select “YES”. The voided payment will display in RED

8 Select the Student Name from the listing on the left of the screen

* Alpha l— Studert Account Balance Akian, Margaret 100001206
D Un-Allocated Payments
R—— Course Balances Total: |$47,395.l]|] Date | Unallocated Amount | Check # | ethod | Type | Funding 5 ource | Comment
.-. .-'1'-. . ﬂ Unallocated Paymants Total
Student Account Tatal: $47.895.00
[ Adult Students =
@ Akian, Margaret 10000 4 | |
& Anderson, Jessica 1000013 Coutse Payments
£ Brenner, Shelby L 1000012 Select Registered Course/Class prior to Applying Drate | Amount | Check # | Methad | Type | Funding Source | Comment
Fees or Payments 09/16/2014 $1 000 [il] 787990 Check, Flelund Studert [SefP..  Refund
€ Burson. Ashley N 10000124 el > el
@ Burson, Christine M 100001 | {Couse | I Reprint Recei * I '
- i Full-Time LFN 0213 oot
8 Burson, Kirnberly N 1000012 (2} Ful Time CULINARY M-F Sept13 2345 ”E ”‘ —- I o
i Full-Tirme LPN 201214 Waid Transackion
€ Cat Kty 100001291 Full Time CULINARY M-F Sept13 1314FC Select Typeof Process
€ Cooper. Katherine E 10000 Full-Time LPN ) 20314 |— % Payment IO VARSI " Credit/Discount " Refund " Bad Check

Course Payments

ClassMate Adult Ed -
Date | Amnount | Check: # | M ethod | Type | Funding Source | Comment
0946/2014  -$1,000.00 7a7390 Check Fiefund Student (SelfP...  Refund
03/01/2014  $2.500.00 aa9a Check Fayrent Student [SelfP..

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Deleting a Voided Transaction

If an error has made for an existing payment and the payment has been voided, the voided transaction
can be deleted if the system administrator has activated that feature.

m To activate the Delete Voided Transaction feature, System administrators can go to:
ClassMate User Mgmt. >General Tab

@ Select “Yes” to allow voided transactions to be deleted. This only needs to be setup
one time

Location Dafeuls | Path Defauits |

Ente}

@ In the Course Payments grid, select the RED voided transaction you need remove. Select Yesto
Right click on and select “Remove Voided Transaction”

Courze Fayments

|Date | Amount I Check # IMethod |

| Check

Type | Funding Source | Comment
Credit

Credit/Discount

| i

™ Credit/Discount " Befund " Bad Check |

Reprint Receipt
Change Allocation
| vioid Transackion

@

Select “YES” when “Are you sure you want to remove this payment information from the system?”
message is displayed. The voided payment will be removed

ClassMate Adult Ed

NOTE: Enabling this feature will allow user to
remove a trail of voided Transactions

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Changing an Allocation

If you need to change the way an existing payment was allocated, ClassMate allows users the ability to
re-allocate funds without voiding the transaction

m Select the Student Name from the listing on the left of the screen
@ Select the Course. All existing payments for the course will display in the grid
@ Select the Payment to be Re-Allocated . Right click

@ Select Change Allocation. A confirmation will display, Select “YES” to un-allocate. You must then reapply the payment
allocations so the student account balances are correct.

Fla Edt hama Saarch mEIE

2| Qo =

Avba | froyma I : — =
Selert Argeitoied Lo o/ Dlazs paot bo Agplng
Faes of Papmanis Existing Payments

G 1]

Siudeni Fiten

| Adiiht Snudents

€ Akian, Masganet 100001206
Burson. Ashley N 100001242
Burson. Christing M 100001 221
Burson, Kimbarky N 100001 255 | | 3
Cat, Kitty 100001281 - Add Fesk | Selnct Typn of Processing
Coopar, MarkA 100001218 b ¥ Pagment " Emploper Biling " Condt/Discount " Refund 1~ Bad Check
Coopar. Vllliam F 100001257 m 'I Step 1: Paymend information T
Danke, Justine M 100001256 At - ERIETimelLEN
Fenstermaches, DearaL 10000125 Payment ourt 17 = [Pasont B
Garfield. Keymarroo A 10000 Distarssmert Dale:  [inaomz | PaymeniMethodt  Check K|
Garfield. Febelkah L 100001248 . L

[mnasme =1 sy

Garfeld. Fobyn L 100001230 B0 DUS ol Chges : e 1117 !

Kick Cipaes i 100A019ED S Pl Aioialot

sa@aann
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Student Payment Processing: Reprinting a Receipt

Select the Student Name from the listing on the left of the screen

Select the Course. All existing payments for the course will display in the grid

Select the Refund Radio button

EUE B

Select the Payment for which you would like to reprint a receipt. Right click select Reprint Receipt and print as needed

& Alpha l— Studert Accourt Balance Akian, Margaret 100001206
1D Un-Allocated Fayments
I Course Balances Total: | $47.895.00 Dale | Unallocated Amount | Check# [ Method | Type | Funding Source | Comment
tudent Filter
— - j Unazllocated Payments Total: I
Student Accourt Total: $47 89500
1 Adult Students =
~(D Akian. Margaret 10000 al | >
-8 Anderson, Jessica 1000013 Course Fayments
& Brenner, Shelby L 10000127 Select HEgiSlEleFd CDU'S;’C"“‘ prior to Applying Date | amourt_| Check # | Methad | Type |_Funding Souice | Comment
@  Burson, Ashley N 10000124 ces of Payments 03/16/2014 -$1.00000 767340 Check Refund Sludenl [Se\fP Refund
€  Burson. Christine M 100001 o [ Class S e i
Full-Time LPN 201213 Change allocation
€  Burson. Kimberly N 1000012 (2} Full Time CULINARY M-F Sept13 2395
| Yaid Transaction | _DI
€ Cat Kitty 100001291 Full-Time LPN 201314
Full Tirme, CULINARY M-F Sept1a 1314FC Select Type of Froc  pomoe yoided Payment
Qoper, rathenne 7 ul-Time: * Papmen. - g redit/Discount efuny a ech
€ Cooper, Kath E 10000 Full-Time LPN - 201314 (ol € Credi/D " Refund " Bad Check
a ClassLink Adult Ed Center
1
0

Payment Receipt
03i1372014
Student: Danke, Justine M

Course: Floral Design Basics 2 - 8 hrs

0371372014 2:41:49FM MasterCard $200.00

Frinted on: 03/20/2014 Frinted by: classmate

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Employer Billing/Payments

ClassMate offers users the ability to transfer all or part of the fiscal responsibility for student associated
Fees to employers. If your school direct bills the employers, receives payments from employers, etc.
ClassMate can create invoices, capture employer payments and record to the student account.

Getting Started

Double click Modules >
Double click Payment Processing >

Click Student Payment Processing =B Personnel Management
----- & Campus/Location Personnel

----- & Employee Management
= State Reporting

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Student Payment Processing: Applying Employer Billing

(D Select the Student Name from the listing on the left of the screen

@) Select the Course the Employer should be billed

4

V), HARRIS

School Solutions

() Select the Employer Billing Radio button.

created

If the employer billing radio button is selected, a note is auto

" Alpha l— SiuElEn} AEEEu FEEneE Akian, Margaret 100001206
D Un-Allocated Payments
- Course Balances Total: | $50.395.00 Dale [ Unalocated Amount | Check# [ Method | Type [ Funding Souwrce | Comment
|- 5t t Filt
EEali ] j Unzllocated Payments Total: I
[ Adult Studont Studerd Accourt Total: $50.395 00
ult Students =l
(D Akian. Margaret 10000 Jq | -
-8 Anderson, Jessica 1000013 Course Payments
- & Brennet, Shelby L 1000012 Select HegisleleFd CDUIS;I’Ua“tD'iDI to Applying Date | Amount | Check i | Methad | Type | Funding Source | Comment
ees of Faymenls
Burson. Ashley N 10000124 03/16/2014 -$1.00000 787330 Cherk Fiefund Studert [SelF_. Fiefund
g 5 ’ Chri g M 100001 Coures T Class T 03/01/2014 | $2,500.00 858 Cherk Payment  Student [Sel-P
ursan, ristine
: Full-Time LPN 201213
- & Burson. Kimberly N 1000012 Z}Ful\ Tinme CULINARY M-F Sept13 2395
€ Cat Kty 100001291 Full-Time LPN 201314 | | 0
: Ful Time CULINARY M-F Sept13 1314FC Select Type of Frocessing
- &  Cooper, Katherine E 100007 Full-Time: LPH o am314 " Papment & Emplayer Biling " Credit/Discount  Refund " Bad Check |
€ Cooper, Kelsey R 1000012z | |Makeinaforthe Hosially Industyy MKTTHE R 1 e e Full Time CULINARY M-F Sept1
o - COOPer, Mark 4100001218 Transfer Amount: I2DDU Bl = j
e Cooper, William F 10000128 Disbursement D ate: Iggﬂg,azgm -
-8 Danke, Justine M 10000128 Received Date: [oarezms =] ( If Employer Blll_mg is
@ Darke. KaynP100001222 | LM > selected a nole is auto
o i fdd Fass Matefz] Transfer Fiscal Flesponsibiliy to Employsr created -
Danke, Tiffary 100001175 Addi
-8  Fenstermacher. Dahlia 10( 85 4
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Student Payment Processing: Applying Employer Billing e —cusaisolnons

@ Populate the following Transfer Information Fields:

Transfer Amount: Enter the amount of fiscal responsibility transferred to the employer
Employer: Select the Employer from the drop down list. Contact your system
administrator if a required employer is not in the listing
Disbursement Date: Enter the date. System will default to current date
Received Date: Enter the date. System will default to current date
Notes: Enter any additional notes. The System auto creates a notation of fiscal
responsibility transfer. Add to this note, edit or remove the auto created
notation
-Select Type of Proces=in
" Payment g@“ Employer Billing " Credit/Discount " Refund {~ Bad Check |
Step 1: Transfer Information @ FT CUL M-F Sept1
Transfer Amaount: |53[||:||j Employer. Dupont, Inc. j
Disbursement Date; i 2eonia |
Received D ate: INERETEND =1
itz sl Transfer Fiscal Responsihility to Employer =]
[~
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Student Payment Processing: Applying Employer Billing 3w  School Solutions

@ Select the Fee Type from the associate fee grid. This is the fee type to which the transfer will be allocated.

@ Enter the Allocation/payment dollar amount in the field to the left of the BLUE Allocate button. If you are allocating the
transfer to a single fee type, there is no need to change the amount- it will default to the amount entered in Transfer
Amount field
Should the need arise to allocate a transfer to multiple fee types, simply follow the steps outlined above until the remaining
unallocated funds field has a zero dollar amount. Remember to edit the dollar amount field to the left of
BLUE Allocate button to reflect the amount to allocate to each fee type.

Select the BLUE Allocate button

@0

Select the BLUE Apply button

Step 2: Transfer Allocations Remaining Unallocated: 5000
FT LPN Tuition 201314 (®)[s5 00000 @@

| Fee | Original Amounll Balance Due | Allocated Amounll Remaining B alance | FeeMum
TAEEN 5 ) FT LPM Tuition 201314 $3.000.00 $3.000.00 $3.000.00 2576

KN | i

Step 3: Process

(O ey D[ Coresl ]
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Payment Processing (‘ ’) HARRIS

Employer Billing/Payments

Getting Started

Double click Modules >

Double click Payment Processing >

Click Employer Billing/Payments | =~ 2 Student Payment Processing
=) Personnel Management

----- & Campus/Location Personnel

----- # Employee Management
ﬂu Lol 20X 3 [y =y =y

In the Employer Billing/Payments Module,
the ClassMate user can create Employer Invoices, process
payments, apply refunds, and flag bad checks.
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- .. ~a School Solutions
Employer Billing/Payments: Receiving Employer Payments

m Select the Employer Name from the listing on the left of the screen. Ensure you are on the Payments Tab.

@ Select the Invoice Number the payment is being applied. The Invoiced amount will display in the balance
due field.

@ Select the Payment Radio button in Processing Type .

= Alpha Fayments | Biling |
1D I o i
== | PPL Electric Company
[:I Employers Inveices
""" ﬂ AB HealthCare I |rwaice Mumber | |nwaice D ate | |nwaice Amaurt | Status D ate | .&mountl Check # | M eth
""" ﬂ Dupont Inc. @ 116 01/23/2014 $500.00 Outstanding
Lehigh Valley Hospital 119 01/29/2014 $5.000.00 Outstanding
PPL Electric Company
St Heart Hosptal
< | J3 [ K1
Balance Due:
’V Taotal Charges: I $E00.00 Amount Paid: I $0.00 Dizcount; I T
. Proceszsing Type
Select Type of Processing @ & Pamment © Refund (" Bad Check
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~a School Solutions

Payment Processing

Employer Billing/Payments: Receiving Employer Payments

@ Populate the following Invoice Payment Information Fields:
Payment Amount: Enter the amount of fiscal responsibility transferred to the employer

Date: Enter the date. System will default to current date.

Payment Method:  Select the payment method from the drop down menu

ID #: Enter the related ID# associated with the payment method.
Notes: Enter any additional notes related to the payment or invoice

Select the Fee associated with the invoice and payment

Ensure the dollar amount is correct in the field to the left of the BLUE allocate button. Select the BLUE Allocate Button to
credit the fee type with a payment

CNS

@ Select the BLUE Apply Button

. Froceszsing Type
Select Type of Processing @ & Pammert  Fefund ' Bad Check |
@ Inveice # - 116
Fayment: I_QSD Date:  [maramma -1 PapmentMethod:  [Check j Matels) [oamtial payment |
Urnallocated: |250 D #: 2370
-Allocation(s) =l
IHVAC: Air Distribution Module |$250.DD -I @ @
Fee | Qriginal Anmaunt | Balance Due | Allacated Amaunt | Femaining Balance | FeeMum |
HYAL: Air Digtribution Module $500.00 $500.00 $500.00 27
Print Receipt iIrd
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~a School Solutions

Payment Processing

Employer Billing/Payments: Receiving Employer Payments

On the Payment Tab you will see the

Payment Amount: Enter the amount of fiscal responsibility transferred to the employer
Date: Enter the date. System will default to current date

Payment Method: Select the payment method from the drop down menu

ID #: Enter the related ID# associated with the payment method

Notes: Enter any additional notes related to the payment or invoice

Fayments | Eilling |
| PPL Electric Company
Invoices EXISTNYg Fayments
Invoice Mumber | Invoice Date | InvoiceAmount,/l Status \ Date | Amountl Check # | ethod | Type | |nvoice Mumber
116 0n/28/2014 $500.00 Partial Payment 03419/2014  $2.00000 12 Check ... Papment 1139
119 01./29/2014 $5.000.00 Paid [n Full 01/29/2014  $3.000.00 165 Check. ... Payment 119
1A 03/19/2014 $5.,000.00 Partial Payment
1] | I3 KN |
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Employer Billing/Payments: Applying a Payment 3w School Solutions

When the print dialog appears, select OK to print the receipt

Enter Parameter ¥alues |

Parameter Fields: Beset |

_ Company Receipt

Enter the D ate of the Payment to receipt

EESSME!B ClassLink Adult Ed Genter

Discrete Value [Ere/zmz =l Payment Receipt

St. Heart Hosptal
12/16/2013 Check §1,000.00
Printed on: 12162013 Printed by: classmate

oK I Cancel

To disable the auto-receipt functionality, uncheck the print receipt box.

..............................

Print Receipt [
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~a School Solutions

Payment Processing

Employer Billing/Payments: Creating An Invoice

m Select the Employer Name from the listing on the left of the screen. Ensure you are on the Billing Tab.

@ Select the student invoice from the un-invoiced fees grid. The Invoiced amount will display in the amount
due field.

@ Select the BLUE Create Invoice button

= Alpha Pay me”'@
- 1D | . -
EE [ PPL Electric Company
:l Emplayers
g ABC HealthCare Un-invoiced Fees
Dupont, Inc.
: Lehigh Valley Hospital Student ID | Student Mame | Class | Fes I e I Emploper Fe2 1D | EIEE
PPL Electric Company EEIREEE  Giafield, Rebskah L FTD Welding MF Sept 2013 FT Weiding BOLN =
St Heart Hosptal
4| =
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. . . N School Solutions
Student Payment Processing: Creating An Invoice ‘\

A confirmation message indicating the Invoice has been created will display. The Invoice Grid will now list
the newly created invoice with the:

o Invoice Number x|
H Invaice Created

o Invoice Date

o Invoice Amount

o Status
Invoices
|nvoice Murmber | |nvoice Date | |nvoice Amount | Status |
116 01/28/2014 $500.00 Paitial Payment
119 01/23/2014 $5.,000.00 Outstanding
121 b 03/19/2014 $5,000.00 Outstanding

After the Invoice has successfully been created in the system, users can then print/export the
Employer Invoices

2V RR
VA YA HA IS ClassMate Adult Ed
“_ School Solutions
INVOICE
112
717 Dentist
1337 Elm Ave
Lancaster, PA 17603
Date Student Class Date  Charge Amount
110972016 Stern, 5 05/12/2015 000000 f BFHCOO Baking for the Holidays Cookie Makin $500.0C
Invoice Total: $500.0C
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School Solutions

Payment Processing
Employer Billing/Payments: Applying an Employer Refund

4

m Select the Employer Name from the listing on the left of the screen. Ensure you are on the Payments Tab
@ Select the Invoice Number the refund is being applied
@ Select the Refund Radio button in Processing Type

[ #ipha T T e
1D I : =
] | PPL Electric Company 000000004
(1 Ermployers Invoices EXISTING Payments
g 'SBC He‘althCare Irvaice Mumber | Invoice Date | Invoice Amaunt_ | Status Date [ amount [ Check [ Methad [ Type [ invoice Number [ Comment
upant Inc ) 116 01/28/2014 $500.00 Fattial Payment | | 03/19/2014 200000 12 Check  Paymert 113
- i Lehighalley Hozpital (‘ I 119 01/29/2014 $5.,000.00 Paid In Ful 01/29/2014  $3000.00 165 Check. . Payment 19
PPL Electric Company 121 03/19/2014 $5,000.00 Paitial Payment
St. Hear Hosptal
q | 2l | N
Balance Due:
’7 Tatal Charges: I $5.000.00 Armaunt Paid: I $5.000.00 Dizcount: I Total Refund(s): $0.00 I $0.00
- Proceszing Typ
Select Type of Processing |— Payn:ent @ (< Fefund " Bad Check ‘
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Employer Billing/Payments: Applying a Refund N ueetE oS

When the print dialog appears, select OK to print the receipt

Enter Parameter Yalues ﬂ

Paramneter Fields: Rezet |

Enter the Date of the Payment to receipt

Company Receipt

Discrete Yalus [ BB =l

EllifssMate ClassLink Adult Ed Center

Payment Receipt

St. Heart Hosptal
1218/2013 Check $-1,000.00
Printed on: 121672013 Printed by: classmate

ak. I Cahicel |
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Payment Processing Reports Nw School Solutions

Getting Started
Double click Reports > z
Double click Payment Processing | 1) Aged Accounts Receivable

------ ] Balance Due Report
------ ™ Balance Due Report OId
------ M Cashier Report
...... ] Company Receipt - Auto
------ " Course Fees by Course
The following slides contains SAMPLES of | - ") Course Fees by Student
the various reports currently available | Ed Daily Deposit Report
------ "] Employer Invoice
------ "] Financial Aid Funding Source by Stu
------ "] Online Registration by Date
------ "] Out of District Fees by Student
------ M) Payment Periods Report
------ " Payment Receipt - Auto
------ "] Payment Receipts
------ " Student Account Statement
------ " Student Refunds by Course/Class
------ "] Student Staternents by Class
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