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Class – Help Document



Invoicing accommodation in 4 weekly blocks with family booked for the whole duration.
This example is for a student staying in accommodation for 12 weeks.  

He will receive 3 x invoices, each for 4 week periods.

Weeks 1 to 4

Add the accommodation in the normal way for the full length of the stay.

The student’s invoice will be built for 12 weeks fees.
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Amend the Finance “Booked Weeks” to 4, as highlighted below:
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Select OK

The following message will be displayed – 
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Answer YES.

This will recalculate the students invoice to show 4 weeks of accomm fees.

The following screen is displayed -
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Answer NO.

This will leave the host families booking at 12 weeks so the accommodation payments run in the normal way.

The accommodation will look like this - 

The Booking ‘To Date’ will be displayed in red as it is outside of the Finance To Date. 

[image: image5.emf]

 

The Status is displayed as Changed.  

You can Edit this line and amend to Booked.
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Because the Finance and Booking dates do not match you will see the following message - 

Answer YES to change the Status to Booked.
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Invoicing Screen - 

Print the invoice

It will be produced for the first 4 weeks of accommodation only.
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After the first invoice has been printed, amend the “Next Payment Date” to show the date that the next invoice is due for printing (4 weeks ahead).

When running the Aged Debt report this date will be displayed

 “Use Credit and ReInvoice Method?” - untick this box 
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Weeks 5 - 8

When ready, add the next 4 weeks to the original accommodation item by amending the “Booked Weeks” to 8 as highlighted below.
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Select OK
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Answer YES
This will recalculate the students invoice to show the next 4 weeks of accomm fees.
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Answer NO
This will leave the host families booking at 12 weeks. 

You may wish to amend the booking Status back to Booked.

Invoicing Screen - 

VERY IMPORTANT: Ensure “Use Credit and ReInvoice Method? is unticked

This will ensure the new invoice is produced for just the next 4 week period.

(If this box is ticked, a credit note will be produced to cancel the printed invoice and a new invoice produced for the full 8 weeks of accommodation)

Print the invoice which will look similar to this:
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Once the 2nd invoice is printed amend the “Next Payment Date” to show the date that the next invoice is due for printing (4 weeks ahead).
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In my example above the invoices are both dated today, but in real time the top invoice will have the correct date - 4 weeks on from the first invoice date.


Weeks 9 - 12
When ready, add the last 4 weeks to the original accommodation item by amending the “Booked Weeks” to 12 as shown below.
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Select OK
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Answer YES
This will recalculate the students invoice to show the last 4 weeks of accomm fees.

The Accommodation Finance and Booking dates will now both show 12 weeks.

Invoicing Screen -

Again, ensure ‘Use Credit and ReInvoice Method?’ is unticked.

The final invoice will be produced for the last 4 weeks of accommodation and will look similar to this:

[image: image17.emf]


The Invoice screen will now show 3 invoice lines and the total should be for the value of the 12 week stay.
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Accommodation Payments:

By leaving the booking (host family) dates as 12 weeks throughout the enrolment, this could mean that if the student decides to leave after say 8 weeks and hasn’t paid for the last 4 weeks, the family could still continue to receive a payment for the last  4 weeks in error if the accommodation booking dates are not been amended.

Therefore, we would suggest you run a Quick Report before each Accommodation Payment run to ensure there are no anomalies.

Create an “Enrolment - Accommodation Booking” Quick Report

Input the Date Filter as Present together with the date range that corresponds with your payment run dates (Payment To)

Add fields and sort similar to the example below:
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Add Criteria to Accommodation Booking Status Name:

Equal To: Booked Or Changed
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Select Search & Excel.


Example of report showing students whose accommodation finance end date is different to their enrolment end and accommodation booking end dates.

These are the students that you need to confirm are still with the families.

[image: image21.png]Date: 07/Dec/2011

Student Forename Student Surname EnrolmentTo Date BookingTo Date FinanceToDate Booking Accommodation Forename
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