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Airport Transfers carried out by Host Families – payment required
Issue
Families pick up students from the airport and it is required to include their payment for this in the Host Family Payment run
Work Around
In Summary

1. Prices – Create Accommodation Payment Price Item “Payment for Airport Arrival Transfer” (Create 2 items if departures are required)
2. Price – Set week rate = 0, and day 1 rate = value e.g. £50

3. Host Accommodation – add a Room = Transfer, (type = transfer), Capacity = 9 (to allow for several students being picked up!)
4. Add the new Transfer Price Item to the accommodation bookings screen.

5. Note: Transfer will appear on Accommodations Booking Report – match to family

6. Host Accommodation Payment run – Family will be paid for this item

Detail

1. Prices – Create Accommodation Payment Price Item “Airport Arrival Transfer”
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2. Price – Set week rate = 0, and day 1 rate = value e.g. £50
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It might be useful to add a note to each accommodation price item (invoice) to remind the registrar to book this additional item
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3. Host Accommodation – add a Room = Transfer (type = transfer) Capacity = 9 (to allow for several students being picked up!)

Add a new room to all families 

[image: image4.emf]


4. Add the a new Price Item to the accommodation bookings screen.

· Change Dates to ensure payment is correct:

· From Date = Arrival date

· To Date = Arrival + 1Day
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Select to attach to appropriate Host
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“From” date for both entries should be the same!

5. Note: “Transfer” will appear on Accommodations Booking Report – for matching to family

6. Host Accommodation Payment run – Family will be paid for this item

Changing the dates to 1 day ensures the family will only be paid once for this item.
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