
Tutorial 11: Setting Up Student Accounts 
Student accounts allow registered students to make purchases on their account instead of paying 

immediately.  

 

Step 1: Set ‘On Account’ as a Payment Option  

To enable student accounts, make sure that On Account is set as an active payment option. From 

the switchboard click the ñAdministrationò tab. 

 

Click the Retail tab. 

 

In the Retail Payment Methods tab, be 

sure On Account is 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).. 

 

Allow Student Accounts Owing Limit is entered here.  Once you set this amount, any purchase 

that would put the total amount charged to the studentôs account over this amount will be 

prevented by the system. 

 



Step 2: Sell Goods to Students on their Student 
Accounts 

Once On Account has 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. 

 

From the Switchboard or one of the other forms click on ñMake a Sale.ò 

OR 

From ñOur Studentsò, choose the studentôs name from the menu and 

then click on ñMake a Saleò: 

 

 

1. Choose either ñProductsò 

or ñPasses.ò Passes can only 

be sold to existing students. 

If an existing studentôs name 

has not been chosen a 

prompt requests a studentôs 

name. 

 

2. Choose the category and 

product to be purchase. 

 

3. Choose the Quantity and 

click ñAdd.ò 

 

The item will be listed here. 

 

4. Other items may be 

selected and added. 

 

 

5. Click ñOn Account.ò This will write a record to the selected studentôs account showing the 

amount of the purchase as owing. 

 

6. Choose ñDoneò or ñReceipt & Doneò to complete the transaction. 

 

You can also sell pass cards or memberships to students on their student accounts by clicking the 

Passes button (#1 above) and selecting the payment method as On Account. 

 



Step 3: Check a Student’s Account 
Balance/Make Payments to Their Account 

1. From the main Switchboard, select ñOur Students.ò 

 

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

 

 

 

 

 

 

3. Click ñEdit Student.ò 

 

 

 

 

 

4. Choose the Student Account 

tab. This form shows the 

historical purchases and 

payments a student has made on 

his or her account. On Account 

purchases are shown under 

Payment Method. The top row is 

the most recent transaction. A 

negative Current Balance 

indicates money owing. If it is 

positive, then the student has a 

credit of this amount. 

 

 

 

 

5. To Make a Payment, type in the Payment Amount, chose Receive money or 

Refund money, select the Payment Method and click on ñMake Payment.ò 

 

You can accept 

payments 

whether the 

student owes 

money or not. 

The Current 

Balance will be 

positive. 



Applying a gift card towards a studentôs account balance 

If a student wishes to apply a gift card in their possession towards their account balance you can 

do this through the Make a Sale screen. 

 

1. Click on the Make a Sale button from the main screen. 

 
2. Select a student by clicking on the Change button. 

 
 



3. Select the student from the list and click the Select button.  

 
 

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

a value as shown below. 

 
5. Once an account payment item has been added to the sale, you may apply the value of the 

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



 
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 Card button. 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 Done or Receipt & Done to complete the sale. 

9. Verify that the credit has been applied to the studentôs account and provide them their 

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 as the current total on 

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

 

1. From the Switchboard, go to 

ñReports.ò 

 

 

 

2. Click on the Enterprise tab.  

 

3. Click on Accounts Owing by Student. 

 

4. Click on ñView Report.ò 

With these icons you may Export Report or Print 

Report. 

 

 

 

 

 

 

 

 

 

 

 

 


