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Agent Account 
Allocating money to a different student 

Example:
An agent has paid for a student booking in full, £1490.00, then the student cancels part of the booking, in this case a transfer and this will then give an overpayment of £40.

The agent wants to offset this against an existing outstanding booking. 
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Edit

] [Account | Receipts| [Bookings || Ledger|

| Bookings Fiter |ousstanding Bockinge v SearchValue BookingTotel (€ | 1014989 Befesh |
||| tne.Arivals From |29 or 2013 (B ] Eouinemoith School ReceiptTotal (£ | -10009.89  View

Inc. Arivals To (25 4u 2015 B Bl [7] Ledger Batance £ 14000 [ Aeaunt_|
| Exc. Departures |01 1o 5015 ] ] Oford School o Unallocated £ 6929 Excel
| || i4Enol | Neme |Awival  Departwe |Schl Coll \Cur  Tol  Paid 0S| | Deposit Tuition Accom Trans| Sundry  Enrol
| |[1#8# 162 test. LC 6108201 231082015 |8 GB| 16000 000 16000 12000 00
| |[1457 (158 NZ2. Jan| 0211272018 |29/06/2019 |B Akl - 20.00]
| [1285188 Nz War corr20ts[2s108201s |6 [GB| 145000 1450002000 £
| |[1140 (128 Jones, Al 06/022016 |07/03/2016 |B 185.00) 33429) 40.00| 110.00]





Receipt Tab

Remove the tick for “Unallocated only” and find the receipt that the agent originally sent.  (if you cannot find it check that you have the correct “Date From and “Date To” to include it in the list.
[image: image3.png]B 10 ABG Korea - Accourt Edit
| [account] Receipts| Bookings | Ledger

Cumency Tyves [
9 o I Dubln School ] 02 Cheque

015 JT [29 4 2013 D v/ London School | 03 Credit Card
Inallocated Only Exclude Reversals || | Oxford School A v 04 BankTransfer
Receits
.| Date Schl | Trans  Type Ref Dep Cur Value Wioff, Total  Unallocated [ Edit
[ ||[2s70ts (5| as7i048 Gep| 1000 000 fo0 14000 000 145000 o |
1 ||[040672018 [B 1389/04B [test GBP' 00| 3446.001 0.00| '3446.00| 0.00| everse
|1 ||[zs052018 & | Tas3[ORS0pe [ [GBP | 6e929 Es929 00| 66029 000 66929 66829 |[ReverselCony
1 ||[2oriozote & xssjoem GeP | 120000 000/700 120000 000 120000 00| | ——
1 ||[30102018 [B 1357/078 (GBP 15.00 0.00] 1.00| 15.00] 0.00| 15.00| 0.00| o
1 ||[issiz0ts {& | 1ae Test [Avio| T GBP | Z30960 000100 289060 000 255660 00| [ ExcelDetail |
11 fososzo1s {5 | Trosiorc GeP| 19000 000100 19000 000 15000 00| ]
[ Excel Surm |





Highlight the relevant receipt 
Click “Reverse” in the bottom part of the screen, this will unallocate the original allocation.
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i rom o ¢ Dubin School vl 02 Cheaue
DateFr 0en 2015 [JTo 25w 2018 [-] ¢l Londen School ¥l 03 Ciedit Card
Unellocated Only | Exclude Reversals v ¢) Dsfrd School ) 04 BenkTrenster
Receipis
| [Dste St Trans [ Type  Ref |Dep|Cur | Payment Unallocaed Rate| _Value Totel| Uallocated
| ||[owosz01s B | 1369048 [test (1 |GEP | 344600 000 100 344600 000 364600
| ||[25032018 B | 13630085 0pe (1 GEP | 66929 5929 100 68929 000 66929
1| [poroz0ie & | 13ss/0e8 (GBP | 120000 000|100 120000 000 120000
1| [porozoie & | 1387078 GBP| 1500 000100 1500 000 1500
15062016 B | 1146|Test Auo| | (GBP| 209960 000100 299960 000 299960
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As the receipt is now unallocated you can re-allocate it against the original booking and the extra amount that is outstanding against another booking.
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