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Class – Help Document

FIRST HOST FAMILY PAYMENT RUN

(intended as a guide only).

· Run the Enrolment Accommodation Booking Report (within Reports/ Start reporting)
Ensure all students who have been in the school or who are currently present in the school have been booked into their accommodation.

· Once above done run the Enrolment Accommodation Booking Report again to double check.

· Ensure the Payment Settings are correct for the school.

· Ask the “user” what date the “paid up to” on their last run on their old system was.

· Go back about four weeks and do the following until you are up to date.

· Run a “Provisional”

· Check that the payments look OK (e.g. students are with the correct families). The payments do not have to balance to what was paid on the “old” system.

· When happy – run “Actual”

· Do this for three weeks.

· Live Payment Run (4th week). 

Check “Provisional” run very carefully as the families are going to be paid from this.

· If there are any “underpayments” check the individual enrolments but will probably be sorted in the next run.

· If there are any “overpayments” and it is the final payment for the students stay then an adjustment will need to be made.  
· When really happy do the “Final Run”.
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