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Class – Help Document

Course changes, Extensions and Holidays

Problem

Student changes course or has a holiday break.

Solutions

COURSE CHANGES

The examples below cover most options so check which item applies. Users may need to adapt the suggested solution according to individual school processes or requirements.

A.  Student Booking - Changing Course (before arrival):

E.g. Change from Course A to Course B (£100 extra or less)

Enrolment: 
Cancel tuition booking and re-enter. Finance automatically increased.

Reissue proforma or invoice as appropriate.

If Class Ledger is used consider sending a Statement.

B.  Student Booking - Changing Course (after arrival) – Refund Due
E.g. 1 week Course A, then 3 weeks Course B (cheaper)

Enrolment: Shorten Course A and Add Course B. 

School allows Refunds

Refund the Student and post the refund to the student’s account

C.  Student Booking - Changing Courses (after arrival) –No Refund
E.g. 1 week Course A, then 3 weeks Course B (cheaper)

Enrolment: Shorten Course A and Add Course B. 

School does not allow refund

Adjust the price of Course B to leave total tuition unchanged.

D.  Agent Booking - Changing Course (before arrival):

E.g. Change from Course A to Course B (£100 extra or less)

Enrolment: Cancel tuition booking and re-enter. Finance automatically updated.

Reissue proforma or invoice as appropriate.

E. Agent booking - Changing Course (after arrival) – Refund Due

1 week Course A, then 3 weeks Course B (cheaper)

Enrolment: Shorten Course A and Add Course B. 

Reissue proforma or invoice as appropriate.

Agent allows Refunds

Ask the Agent how much he wishes the student to be refunded, or calculate the refund due. Refund the student, and post the refund amount (-ve cash/cheque) to the Agent’s account. The agent’s account will now show a credit for the cancelled course net (say £320) and (say £400) refund (gross). The net effect of this transaction is the agent is charged £80, being the loss of commission on the cancelled element of the course

F. Agent booking - Changing Course (after arrival) – No Refund

1 week Course A, then 3 weeks Course B (cheaper)

Enrolment: Shorten Course A, and Add Course B. 

Agent does not allow refunds!

Amend as described but change the price of Course B to = the original value (same price as course A), leaving values in total the same.

Produce new proforma or invoice as appropriate. As values do not change, optionally send copy to Agent.

G. Agent booking - Shorten Course (after arrival) – Refund Due

4 weeks Course A, changes to 2 weeks Course A

Enrolment: Shorten Course A

Reissue proforma or invoice as appropriate.

Agent allows Refunds

Ask the Agent how much he wishes the student to be refunded, or calculate the refund due. Refund the student, and post the refund amount (-ve cash/cheque) to the Agent’s account. The agent’s account will now show a credit for the cancelled course net (say £320) and (say £400) refund (gross). The net effect of this transaction is the agent is charged £80, being the loss of commission on the cancelled element of the course

H. Agent booking - Shorten Course (after arrival) – No Refund

4 weeks Course A, changes to 2 weeks Course A

Enrolment: Shorten Course A

Agent does not allow refunds!

Amend dates for Course A and when the system asks if refinancing is required – answer No!
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Values will remain as original booking, and therefore no need to send Agent revised proforma or invoice

I. Agent booking –Course Extension (Student pays)

Option 1: 

Invoice the Student and reserve commission (optional) for the Agent.

Enrolment: Add a second course entry within the same enrolment for the same course, covering the extended dates.

Tick the box “Invoice Student”
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(Remember to extend the departure date and any other items affected by the change, accommodation, departure transfer etc)

Option 2: 

Invoice and post the payment (from the student) to the Agent

Enrolment: Add a second course entry within the same enrolment for the same course, covering the extended dates.

Tick the box “Invoice Agent”
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(Remember to extend the departure date and any other items affected by the change, accommodation, departure transfer etc)

Holiday – no financial adjustment

Student has a 2 week break part way through a course.

1. Extend departure date (Enrolment screen) 2 weeks

2. Highlight the course line and select Insert Holiday

3. Choose the holiday item

4. Enter the holiday dates

5. Extend or leave the booking date unchanged

Classing:

Student may be classed into a special “holiday” class for the duration of the holiday or put into existing class (to save his place).

See help document SQL144 for further information regarding inserting holidays.
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