Tutorial 11: Setting Up Student Accounts

Student accounts allow registered students
immediately.

Step 1: Set * On

to make purchases on their account instead of paying

Account’ as a Payment

To enable student accounts, make sure that On Accounts set as an active payment option. From
the switchboard click the AAdministrationo tab.

Click the Retailtab.

In the Retail Payment Methodsb, be
sure On Accounis available as a
payment option; and that it has a
checkmark beside it. If the box does not
have a check in it, click the check box
beside the text to include it as an active
payment option.

Retail Settings ]

Ensure that each of the three settings

that you wish to permit are checked and
that the maximum amount is greater

than zero (if you want to allow students |
to charge classes and/or purchases to

their student account)..

4 Admin-Broadway Yoga-Hillary Snow:

Administration

Studios Stalf Payrall Students Student Cards Class Types Pass Type: Retail Settings Logs Payment Prc

Retail Payment Methods Payment Gateway Settings Custom Field
[show an retail receipt]
[] Hide Inactive A Payment Processing Account is needed
7| in orderto process credit card payments
Eeue through PranaStudio
Credit Card Bad
Gift Card Please contact customer support for mare
] Interac details on setting up a Payment Processing
On Account Edt Account
TollFree  1-866-524-6596
International 604-708-0116

Delete

Payment Gateway |Mane

Retail Settings

Enable Product Sales
MID Allow Student Accounts Owing

URL

Fassword Limit 500.00

Allow Defened Fayments
Receipt Printer
Tax Rates

@ FullSheet Piinter (35" » 11" Paper)
Value
500 | %

Tax 1 Name
Tax1

Select Printer
Select Printer

Walue
3.00 | %

Tax 2 Name
Tax2

Allow Student Accounts Owing Linmtentered here. Once you set this amount, any purchase

that woul d
prevented by the system.

put

t he

total amountouawkhbeged t o

Opt i

t



Step 2: Sell Goods to Students on their Student
Accounts

Once On Accounhas been enabled as a payment option, you
will be able to sell both retail products and pass
cards/memberships to your students on their accounts. On
account sales are only possible for identified students, not for walk in customers.
Sales can be made from many of the forms.
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. Today's Classes A
<) uomlw.ynpm I T Quick Sales

From the Switchboard or one of the other forms click on fiMake a Sale.0
OR
From AOur Studentso, c hoos e tahedronstie onetiueamdt * 7 Bl Toisend

h EUIL 2WaeriL
R ~ N illy Joe:
then c¢click on fAiMake a Sal eo:

Make a Sale
to Brian

Brian Smith
Caraline Hyde
Frank Smith
Jirn Black
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Retail Sale

1. Choose either AProductso
or fiPasses.o Passes can only

be sold to existing students. @ sele tems P Energy Bar--original W
I f an e X | S t |}‘ ém:"',",gm e ter EKE 510 [ vogaMatRental | [ stomLwaer | &
\ @ Progféts | Fond E nergp B horey map e g e [ o]
has not been chosen a ey Sy || Can oo :
7in.| Passes Massage Appoinment Fice $4.00 [ Shit [ Pams \_
prompt reques it ]| " Faa e [ e ]
S-S Loge ety [ 15| Add
name. Socks blsck [ secks [ [ Hesdbaw |
< |®
rice. E1 iscoLnbamovnt Tax1
2. Choose the categoryand Payment (Feme | Eoe 100
[_cash Il o] |
productto be purchase. e

[Croditcaw—" ][ o7

. |Gt Card ||~ om]
3. Choose the Quantityand — | —=1"

click fAdd.o

L~ Defyél Payments m
1 1 1 / Total D $4.00 x SaleDate _ﬁ 21, 2008 5 Sublotal
otsl Dus X
The item will be listed here. / T T Peter Guest Pamrionn (s 2ae W] [

Change

Balance $0.00 Hotes TaxZ $0.00
Change| _ 50.00 Q’ one| [ F‘E“‘D‘”“"El) Total | $4.00

4. Other items may be
selected and added.

5. Click iOn Account.oT hi s wi | | rite a record to the sel

amount of the purchase as owing.
6. Choose fiDoneo or AReceipt & Doned to complete the transaction.

You can also sell pass cards or memberships to students on their student accounts by clicking the
Passedutton(#1 above) and selecting the payment method as On Account
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Step 3: Check a Stude
Balance/Make Payments to Their Account

1. From the main Switchboard, select AOur Students. ©

. /7
SnSudd LA
FranaStudlo "

2. Choose a student by either entering the name or selecting from the list.

Our Students
"st arme Last Mame Al Srith
| NI | | dlanHyde ﬁ Mewr Student
Bertha wheeler
Beth Thompson
i Eill B
FEnEY Lo > x Edit Student
3. Click fiEdit Student.& © Active e BilyJos
O Inactive Students Brian Srith
. Click nedit Student. 0] u Cansling Hode Wake a Sale
O Al Students Frank, Smith to Peter
Jimn Black
JimJones
Lirit Tix Joe Walters
John Smith
(® Our Students Johin wiley
Marian Ohashi
O Al Students Micole Peters
Paul Butler
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4. Choose the Student Account Student

tab. This form shows the
historical purchases and
payments a student has made on

yd

Experience Level  Beginner
Classes 0

Date Created Apr 11,2008
First Class With Us

Persan D 5058

Ernail b=

[J Do Mot Contact

Country | United States 4

- Primary Phuol Address Medical Notes
his or her account. On Account | 0 T waencm
purchases are shown under N N g
Payment Meth0drhe top row is Notes H PﬁNSm‘denl Account ‘ Purchase Histary ‘l Deferred Payments ” Student Card ‘l Classes |

the most recent transaction. A
negative Current Balance
indicates money owing. If it is

On Account Payments utstanding Records Only
aymert
= e

Make a Payment

f

Paymerit Date | 4pr 21.2008 v

positive, then the student has a

credit of this amount. ' Make a Payment

Vhpr 2l 2008 M

(&) Receive money
) Refund money

o Make Papment

Papment Date

Payment Amos

5. To Make a Paymentype in the Payment Amounthose Receive money %M" r
Refund moneyelect the Payment Methodnd click on fiMiake Payment.o

Notes Passes Student Account

Purchass History || Dieferred Payments H Studsnt Card ” Classes ‘

You can accept

On Account Payments Outstanding Records Only payments
Date Tranzaction Type Eisiwj\?l Amount g:?e Status Make a Payment Whether the

MER_DEPOSIT

. — 450,00 SAYMENT_RECEIVED
student owes
Payment Amourt ETm— money or not.
2 Refund money The Current
Payment Method Balancewill be
positive.

Current Balance




Applying a gift card towards a studentoods

If a student wishes to apply a gift card in their possession towards their account balance you can
do this through the Make a Salescreen.

1. Click on the Make.a Saldutton from the main screen.

Retail

g2 LE]® =]

.’ /7
5 .
Fra na tu d[o Our Studio Our Students Class Calendar Mew Class Wiorkshops

3 Today's Classes > Quick Sales Our Studio This Week

Monday, Jun 27

MNews Students
Attendance

Mews Memberships
MNew Pass Cards

No quick sale items L e

created yet

Ity Unread Motes >4 o

Unread to '&ll Teachers' <] O

Ihﬁ Reports @ Motes Lists [El Administration @ Help

2. Select a student by clicking on the Changebutton.
Retail Sale

B3 cancel

[l Saleltems (‘b Quick Sales

Payment Femove ltem Pice  ADiscounl  DiscountAmount
[ Cash ] 000
[_check ]| aon|
[_Credit Card [ o |
[ Credit Card(offting) ] | 000
J[

[_Gift card

Deferred Payments m
SaleDate | Jun 27, 2011 v
Total Due $0.00 Walk-In Sale Discount $0.00
Payrent Date [Jun 27,2011 |v|
Total Paid $0.00 kn eyment Stale | Jun $0.00
Balance $0.00

2 Notes
$0.00
Change| 5000 | 0| | @ recsiios Total|_ $0.00

&

Subtatal

E

acco



3. Select the student_from the list and click the Selecthutton.

B W e
A P

Payrment
[Cob ] (1]
E—
[CreditCad || om
M&E | Ll
Dafeired Paymests. IEIE!
TasDal  wmse) & Wallcln Sale
L L [L1.] Chas
Balance | $0.00
Change | $0.00 | o[ meswsomm |

Saln e [ dom 27, 2m1 Gl Soewd W
P Gl | L 37 2011 - i ::
Pecdam T
Total 50,00

4. Add an Account Paymeritem by clicking the Accounts& Giftcards button and entering

a value as shown below.
Retail Sale

Passes

ET Accounts
212 & Giftcards

/Pﬁhase Giftcard
A

Q Quick Sales

Giftcard Amount

L

Payment Remove  ltem Price #Discount Discountimount Total
Y [ Flemave || Account Payment $0.00 $0.00 | $0.00 | $100.00
[ cash ] [ 0.0
[ check ] [ 0.00 |
[ Credit Card ]| 0.00 |
[ Credit Card(offline) || 0.0
[ sift card - ] [ |
[Lon Account s0.00~__ | | 0.00 ‘
Deferred Payments [\@nlm
seeDae [dnz 20t [v] Sublotal $100.00
[ Total Due | 10000 T o a— Discount $0.00
M
oles $0.00
Change $0.00| ¢/ oo Receit Done Total| $100.00

~.

5. Once an account payment item has bee

ded to the sale, you may apply the value of the

gift card as a payment by clicking on the Gift Card button.



ﬁ Process Gift Card

Swipe or Enter Gift Card Now

Card Mumber

24123486789

6. The above screen will pop up allowing you to swipe or enter their gift card.
7. If there are any problems with redeeming the gift card a message will appear the reason.
If successful, the full value of the gift card will be displayed in the payment section next
to the Gift Cardbutton. If the gift card amount is not sufficient to settle the sale, an
additional method of payment may be required (or you could reduce the sale total).
8. Click Doneor Receipt & Dondo complete the sale.
9. Veri fy that the credit has bedehenatheipl i ed t
new balance.
10. Retain the gift card from the student and securely discard of it.



Check a list of Accounts Owing by Students

You can see a list of all students whose accounts are not at zero, as well

each account, either as an amount the student owes (negative) or as a credit (positive).

From the Switchboard, go to
Bports.0

1.
)

Jﬁﬁ Repors E' Ad

Motes

Lists

as the current total on
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Reports

2. Click on the Enterprisetab.

3. Click on Accounts Owing by Studen

hﬁ Yiew Report

4. Click on fiView Report.0

=l Retail

(%] Full Product List
é] Inventory Report
é] Supplier List

=l Student

é] Account Surmmary by Studia
é] Accounts Owing by Student
é] Possible Duplicate Students

With these icons you may ExportReportor Print

[#) Student Attendance Reoort

Report
PR i -
| main Report
> /'—) Accounts Owing by Studen
ranaStudlo
Student Credit Amount  Debit Amount Balance
Billy Joe 000 150.00 -150.00
Peter Guest 50.00 42.00 5.00




