PAYMENTS FAQ

Payments are one of the core features of First Class.
It is important to understand how the payment functionality within First Class works.

Like any financial system, it is important to understand the rules and best practices to ensure your
invoicing and payments are correct.

This document is a guide to all financial elements of First Class.

We will break this document down into sections as outlined below.

. Invoices

. Discounts

. Payments

. Refunds and credits
. Reporting

D U W N R

. Integrations
Invoicing

Invoices within First Class are typically related to a class enrolment.
How to set up the price of a class
There are two important concepts when setting up the price of a class.

1. Level pricing
2. Price of the class

Level pricing is the default price of a class level. For example, Jelly level may be $22.50 per level.
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Awesome Orca Per Class $30
B settings v

m Awesome Orca Holiday Class Per Term $100
Fadility <
Fiying Fish Per Class $225
° Genera <
Flying Fish Holiday Class Per Term $100
i1 Class Setup <
Goid Fish Per Class $225
i"’i Team <
Great White Per Class $30
g“ Communication <
Great White Holiday Class Per Term $100
KB Manage Payments v
Jelly Fish Per Class $225
E Payment Types
Olly Octopus Per Class $30
B8 charge Types
Olly Octopus Hohday Class Per Term $100
B Fricing Types
Olympians Per Class $30
BE Level Pricing
PPSGreat White Per Class S8
Yo Discount / Voucher

Your level pricing will flow through to the class builder and will automatically assign the
recommended default price to a class based on the pricing set for that level.

IMPORTANT NOTE:

Updating level pricing will not update the pricing of existing classes.
The price of the class is found within the settings of the class.

Pricing of a class MUST have a price type associated with it.

Edit
Class Name Level Ins Name
Class Geoat White Holclyy Clais Great White Holiday Class v 18C3A -
Locaton Area Lesson Day
Papakara . Lane 3A v Tharsday %
$aa1 Clany End Class Maxt
] 0 s
$tart Time End Time Dwration
= X -
® -
Wit Uist Price Type Amount Naaas
- Por Class v 2000
Owmdirne
Yes v
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A price type is the logic used to calculate the fees the customer will be charged on their invoice.

There are 3 types of price types within First Class

1. Per lesson: This is where the amount charged is equal to the number of classes for the billing
period multiplied by the class amount. For example, if the billing period is a term of 10 weeks,
and the charge is 22 dollars per class, the invoice would be 10 x 22 dollars $220.00.

2. Per term (fixed amount): This is a fixed amount for a period such as a term or week. For
example, a holiday intensive class may be a flat rate of $100.00 the per-term pricing can be
used in this instance.

3. Per month: Per month relates to a set amount each month. For example, the per month
pricing is $90, days 0-30 would incur a charge of $90 if the customer is booked beyond 30
days, the charge would be $90 x 2.

Hi, Manage Test + Add New Pricing Type

Sort Order Name

&P Dashboard 1 Per Term
Classes < 2 Per Month
:~ Lists < 3 Per Class
ﬁ Facility <

2 General <

1A Class Setup <

i"’i Team <

@ Communication <

KB Manage Payments v

= Payment Types

EB&E charge Types

= Pricing Types

E Level Pricing
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Pro-rated Invoices:

Invoice pro rating is available for per class charge types and is automatically calculated based on
enrolment start dates.

Updating pricing of existing classes

To update the pricing of existing classes you must edit the price of the class itself.

You can either do this individually by clicking the edit button next to a class in the add/edit class
section OR you can use the edit ALL option to bulk edit pricing.

-Fmsr cLass =
1

Hi, Manage Test EDITCLASS B T BT
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_— , 0

Wit List  Notes \
b
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A an 0 xt 3
[ ] Doigphin 123 Thu(©1.:00 AM S Lane 2 Manage 1 [ 4 : Test Add n =
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You can use filters for levels to make the process of bulk editing easier.
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-
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How can we add a joining fee to specific classes?

A joining fee can be set up for specific classes within the class settings (within add/edit class).
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NOTE:

For the joining fee field to show, a joining fee/one off fee charge type must first be set up within

the system charge types.
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Invoices are automatically generated when an enrolment is completed.

All invoices will be displayed on the student ledger, the associated parent’s ledger as well as the
payment summary report.

The customer's ledgers are found on both the student and parent profiles.

Student Profile
Details l

Baokng Mistary Make up tessona Competencies / Suills Attendance Paymant Transactans Nates Ledger

Jane Doe 1
- N bvoce ) Acpsmers |
Date Debit Credit Balance Action
l : =x
are - 7
Parent Profile
Detais l

Janice DoS Sludents Payment Transactans Notes Ledger Commumcatian Diredt Debn

Date Dedn Creant Baance Acton

How to edit an existing invoice?

An existing invoice can be edited via the customer ledger sections or the payment summary.

An invoice can be edited directly by changing the amount or you can add or remove line items and
then save the invoice.

The edit button can be found by clicking on the action section within the ledger or payment
summary.




Student Profile

Details

Aarya Odedra
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Gender

Parent Name

Payment List

Student Enrolled

From Sep 012023

Payment Status
--Select-- v

Date Initiated

o

Search

Ref No

230068560

22020650058

b

StudentCode  Student

S

B To Oct022023

Date Paid

Pasent

Payment Types

Booking History Make up lessons ~ Competencies / Skills  Attendance Payment Transactions Notes Ledger
Date Description Debit Credit
Irw# 2301063366
(Term 1 2023) -
0-01-2023 160.00 0
200120 Tuiticn (Aarya
Ocedra)
Area Location
5
Pricing Types Program Types
&

How to delete an existing invoice?

! E
ErmadSMS

Total Paid Adjustment Balance Status Payment Type Date inftiated Date Paid Voucher Location NDISE Action
Aug 102023

$3000 $3000 SO $000 Pas . Fed 01, 2023 7 To Atens m

$2000 $0 00 $0 00 $2000 Penang Fed 21, 2023 Papakura \ g

An invoice can be deleted via the action section within the ledger or payment summary.

NOTE:

A deleted invoice will show in the customer ledger as a deleted line item.
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Test Swimmer Bocking Hittery Mokt vpbeisens  Comprlondien / Siils  Albendents  Pugmant Traosactiens Mol
==
Doce Descngaon Oebr Creas Baance Aguon
oo = I -”-“
‘ —
Booking History Make up lessons Competencies / Skills Attendance Payment Transactions Notes Ledger
Date Description Debit Credit Balance
Inve 2309135104 (Term 3
07-09-2023 2023) - Class fee 90.00 0 90.00
(Supporttest two)
(DELETED) §vailable Credit
07-09-2023 Hopust 10913 - credit 0 0 90.00

test 1 (Amount 25.00)

How can | create a custom invoice?

A custom invoice not tied to an enrolment can be created for a student or parent under the ledger

section using the new invoice button.

Student Profile

B g Mty Mokt v Wiadns  Commprtande / Sully Algodana g Papmant Tianiaileat

Supporttest two

Discounts

Normal discounts

Balance

Normal discounts can be added via the discount settings within the manage payment settings.
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+ Add New Discount

Hi, Moore DMt Coe ot Cispaay Name Cescrgoon Ovscount Type 10wt Amamt VL Parcentage g

o -]

I&oa‘
3::

Normal discounts are ideal to use in the admin system where a staff member will be the one
applying the discount to the customer's invoice when the invoice details are displayed as part of
the enrolment.

You can add any available discounts via the discount field.

Record a Payment

Student Payment Summary
e R S Payment Type: Discount Code:
Age: nully
Bank Transfer v 2ndChild
Class Active Kids Voucher: First Lap Voucher:
Start: 1/10/2023
End: 3/10/2023
Day-Time: Monday.Tuesday, Wednesday
3:00 pm Bank Transfer

Level: 2 on 1 Under we go

Teacher: Shaquile

Location The amount you will be charged [ 105 |
Charges & Fees

Class fee $105 Pay

Discount 0
Total: $105




FIRST CLASS
SOFTWARE

Retention focused class management

You can add multiple discounts at once as well as remove discounts from this field.
Discounts can be in the form of a percentage OR an amount.

IMPORTANT NOTE:

Amount-based discounts are a set amount. (They do not calculate on a per lesson basis).

Tag discounts

Tag discounts can be used to automate discounts that should always be applied to a specific
customer.

For example, a staff member may have children enrolled in your program, and they should always
get a 50% discount.

You can set up a tag called STAFF and apply a 50% discount to that tag.

+ Add NewTag e

Hi, Moore Name
STAFF
& Dashboard -
« K] > » 10
& classes <
s Lists <

Facility <

General b

Upload Students

Manage Make-up Tokens

Column Mappings

Holidays

i}

<

&

-+ Add Student
o

m

LA

[is]
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Any student that has that tag assigned will automatically receive that discount.

Student Profile

Last Name:

MATE

DOB:
Jul 02, 2014 i

Gender:

Male v

Age:

9y 3m

Parent Name : PARENT TESTING ¢

Email:

testmemberretention1@gmail.com

Mobile:

0411406944

NDIS Number:

In Current level Since:

Medical/Disabilities:

Allergies X

Tags:
STAFF X

Behavioural:
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This applied to both within the admin system and the online portal/online bookings.

NOTE:

You cannot apply a tag to a parent! Only a student!
Voucher discounts

Voucher discounts are used most for online bookings. You can give a specific customer a voucher
code to unlock a discount much like a promo code with online shopping.

To set up a voucher code you can go to the discount settings and apply a voucher code to a
specific discount.

You could use this for special promos such as joining before October 30th and entering the code
Oct30 and receiving a 20% discount on your lesson fees for the term.

# Add New Discoust p—

Ha, Mooro Ditcount Code St Cungeiry Hame Sencrpoon Concount Trpe Drtginand hmcnant Coicount Percentage Tgs

L] v | parpagn .
. . =
= ¢
[T

" ;

Q

e

-1

o

T

m

m

=

-]

W o

]

Automated discounts
There are two types of automated discounts, multiple students and multiple classes.
Multiple student discount

Multiple student discount applies to families with multiple students enrolled at one time.




In the automated discounts matrix, you can enter the appropriate discounts for the specific number

of students in one family.
For example, if a family has 3 children, you may give 15% off the 3rd child’s fees.

In the matrix, you would enter 15% for 3 children, 1 lesson.

NOTE:

Automated discounts are only percentage-based.

Multiple class discount

Multiple class discounts apply when the same student has multiple classes.

For example, if a child has a second lesson, you may give 10% off the second lesson.

By applying 20% to the second lesson, 1 child in the matrix, this will allow for this discount to be
applied automatically whenever this condition is met.

Automated discounts apply to both the admin system as well as online bookings.
Payments

Recording payments from the admin system/back end.

How to record payment at the point of enrolment?

When enrolling a student, a summary of the invoice including the amount and discounts, etc. will
be shown on the screen. In this section, there is a tick box that says “include payment”.

This will take you to the payment screen where you can record a payment including the payment
type. le. Cash or Eftpos.
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Student Chaes &t xes Booking Type:
Class fee: $4120
Name: Test Student . y ° Permanent booking v
Age: 3.08y e
Manual Charges: 0
_ Start Date:
Elass otal: $4120
as a
Class fee Computation Oct 02, 2023 B
Start 06, 2022
- Pricing Plan Type Per Class
End: Sep 06, 2027 Plan Amount $20 Drop Date:
Day-Time: Monday 7:00 AM :atel :‘.a;-.;-, for the plan: :og
N0 O Sep 06, 2027
Level: Test Classes booked (less holidays): 206 i &
Teacher: Test Teaches Computed Class Fees $4120 )
I want to include payment in this booking
Location Computed bosed on period ending 6/9/2027
Status: Available

Send me an email for the payment statement

=

Discounts

NOTE:

You can set up payment types via the payment settings (manage payments- payment types).

SWIMMING | EXEISIEET oo

Conplay Conplay Regenct T Payment Resreet % Poymart Dtonay PAY bunon

i M AN Papmant Nase B0 PUnttPonal  Praviied I8 BaeOmge Provider I8 Pacent Portd " Parest Pana Adw Bt g WGt pay et Frier) Ron Tome Toaen Faymest ATy
J e
- oo ~ ». ~ ~ o -~ n n
. Cradt (ot [ v (S Y . ~ n n
. : ~ ~ . ozo
- . Bara ot Yo ves ~ ~ o ~ "~ n n
- > . * | inoms por poge it O

I»em=
B

= ———

B B E %
i
L

Recording payments from the back end

Payment of invoices can be ticked off via multiple avenues.

1. Via the payment summary:

By clicking on the pay button, you can record a payment for an invoice in the payment summary.
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Payment List

ares Locatan
From ) 3% oo "
Payment Status Paymaent Types Pricing Types Program Types
Cate Initiated Date Paid
o )
Rotns Susemcoss * tasent Pacera an Pae Agusen  Bause  tums Prymest Type  Date WIS Dote P Vesthar  Locaen  NDIS Lcten
' ’ O P . [ v |
X » ¥ » ) - s =
: - =
INR 1900 TR MO0 Peadey Ot 02 200 S— nn

2. Via the ledger:

By clicking on the pay button within the ledger you can pay for one or multiple outstanding invoices
at the one time.

Class Details

Date: 4/10/2023 Teme: 05:00 AM Level Turtle Asea Lane 3 Teacher: Aaron Tsarouhas

Go to Class View Notes: No Datat /

Enrolled Students

Stucent Necic3l Age Gencer $tart Date Orop Date Notes Bazrce Enrcament Type Acon

nm Oct 08, 2023 Cct 3, 202 sa‘,:wu Sermanent tocang Acton -

3. Via the class block :

If you click on a class, it will show you outstanding fees and give you the option to record a
payment.

Class Details
Date: 4/10/2023 Time 01:00 AM Leve: Smap 10 Area Area 3 Teacher: Archie Ballinger
Enrolled Students
stosent Mool Age Cender Start Date Crop Date Nows Balnce Enrohment Type Acoon
X104, 2023 Ot 31, 2023 S m Permanent tooking > v

How can I tick off payment for multiple invoices at once?

Via the ledger you are able to pay a total amount and tick off multiple invoices in the one
transaction. This is useful for parents with multiple students who are making a single payment.
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Student Profile

|

ELLATESTING OCTOBER 18 Booking History Make up lessons Competencies / Skills Attendance Payment Transactions Notes Ledger
oo Date Description Debit Credit Balance Action
Jan 01, 2000

Inv# 2310146222 (Term 3
2023) - Class fee

: -10- z - 5000
Gender: 02-10-2023 (ELLATESTING OCTOBER 8000 o m

18)
Age:

23y0m Inv# 2310146223 (Term 3
2023) - Class fee "
02-10-2023 240,00 [ 32000 m

Parent Name PARENTTESTING GCTORER 18 ¢ (ELLATESTING OCTOBER

18)
Email:

admin@memberretentionsystems.com

Record a Payment(s)

Payment Summary
Payment Type:

Choose Type - Required!

The amount you will be charged 320,00

Invoice Number  Total Adjustment Discount Amount Gharge

0.00

Discount Code
310146222
Active Kids Vo

First Lap Vouc

0.00

Discount Code

1310146223 240.00
Active Kids Vo

First Lap Vouc

Payment gateways

When a payment gateway such as Ezidebit is used, an invoice will be immediately ticked off as paid
based on a successful transaction.

How can parents pay their invoice online?

Parents can view all invoices via their parent portal and can also make payments via the portal if
they have an online payment gateway connected.

Parents can make payment of an invoice by clicking the pay button next to the invoice.
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Payments

-~
ELLATESTING OCTOBER 1
s

@ Oashroacd l

8 My Bookings Involce Number Student Nome Class Information Total Paid Adjustment  Balance  Status Action
ELLATESTING Class Searorse Tuesday ’

2210026366 €©@ @ @ @ Parsal

@ Anondance OCTOBER 18 160000
Payments with online booking

How do | record a partial payment?

You can record a part or partial payment for an invoice by editing the amount in the payment

screen.

This functionality is only available via the ledger and payment summary sections.

Record a Payment

Student Payment Summary

Name: ELLATESTING OCTORER 18 Paymom W
ige 2200y

Eftpos

Class

St 1072023

Ene I0/10/2023

Day-Time Saturday 1:00 am
Level Snapper

Teacher Ella Herbig
Location:

Active Kids Voucher:

Charges & Fees
Claia fee

Total:
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How can | delete/void a payment?

A payment can be deleted or voided via the parent or student ledger.

A deleted or voided payment will be displayed as a line item without charge on the ledger for
auditing.

Booking History Malke up lessons Competencies / Skills Attendance Payment Transactions Notes Ledger _

Date Description Debit Credit Balance Action

Invé 2310146222 (Term 3
02-10-2023 2023) - Class fee 80.00 0 £0.00
i e (ELLATESTING OCTOBER ’ .

18)

Inve 2310146223 (Term 3

02-10-20 20 320,00
A (ELLATESTING OCTOBER 21000

o

18)
Applied Credit 10 InvoicelDs
02-10-2023 26366 Agustments 11399 - ] 0 32000

TEST CREDIT

Applied Credit 10 InvoicelD#

26367, Adjustments 11300 -
02:10-2023 z o 0 320,00
Excess ledger adjustment

from invoice 26366

Payment for booking of class

Action ~
02102023 » 410 0 60.00 260.00

VOIDED! Payment for
02-10-2023 booking of class 1D 110410 0 0 32000 m

(Amount: $60.00)

How can | change the date of a payment?

You can change the date a payment was received by using the edit pencil button next to the
payment within the ledger.

This is useful if you want the payment to reflect the date it was actually received rather than
reconciled.




Booking Mistory Malke up lessons Competencies / Skills Attendance

Date Description Debit

Inve 2310146222 (Term 3
2023) - Class fee
12:10-2023 0,00
02-30-2023 (ELLATESTING OCTOBER 00
18)

Inve 23101456223 (Term 3
102008 2023) - Class fee 000
SRR (ELLATESTING OCTOBER
18)

Appéed Crecs 10 InvoicelDw
02-10-2023 26366 Acpustments 11399 - 0
TEST CREOIT

Appled Credt 1o InvoicelD#
26367 Apustmems 11400 -
Excess ledger adustment
from invoice 26366

02-10-2023

Payment for booking of class

02:10-2023
AN S - o) 110410

02-10-2023 E3

v 0

Refunds and credits

How do | process a refund?

Manual refunds

Refunds via Ezidebit

How do | process a credit?

Payment Transactions Notes

Credit

6000

Ledger (D

8000

32000

32000
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i
i

Action

B8 00 0

Payment for booking of class
ID: 110410

A credit can be processed to a student's account by using the adjustment button on the ledger.
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Ledger Adjustment

TEST CREDIT

If an invoice is pending, a credit will automatically be applied to that open invoice.

This will show on the ledger as an applied credit.

Applied Credit 1o InvoicelD#

146222 Acjustments 11401 -
02-10-2023 Excess ledger adusiment 0 20.00 300,00
from invoice 26367

If there is no invoice available, it will show on the ledger as an “available credit” which will be
automatically applied to the next invoice.

How can | apply credits for multiple students at once?

Bulk credits can be applied via the active students list.

Simply filter the days/levels and other parameters you wish to segment for and then select all or
specific students from the refined list.

Then click the plus action button in the top right corner of the screen and select the bulk ledger
adjustment button.
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Active Students
Lesson Day Level Code Teachar Area
Lesson Time Dass From Date To Search Location
month/day/year monthy/day/year
Terms Tags Direct Debit
Select v
B Setect A C— ] B
[ -] Steoent Cooe Stugent Name Age Parent Name Email Acoress co ACTIONS » S2200 1
> STU-161424 ELLATEST yom  TESTELA T e T T Y
» @ ST ELLATESTING OCTOBER 18 2yom  PARENTTESTING OCTOBER 18 admin @membarneentionsystems com . & Buk Ledger Adpsstment
» STU-228611 TEs Sapt26 Iy tm Tast! Sep2% mrslesbernad | @omal com
L - | STU2286%4 Tast Seprem2? Jy b Tast Septem2s youn mat 1T @gmad com
- STU-228702 TEst Septembeld Iy Tm TEst Septambal?d mratentesal Gonal com 1230 o aves e 26, 0023
. . N » 30 v Seudents per page

From here you can apply a bulk credit for a specific amount and include a description.

Bulk Ledger Adjustment

Amount

20

Description

Test ‘C!t'dvd

Refunds and credits

How do | report on tax?

You can set up tax for specific levels within the level pricing settings.

To view a report on how much tax has been collected within a given period go to the payment
summary report and view the tax column.




How can I get a list of customers with outstanding fees?

From the payment summary report, you can filter for pending invoices for a specific enrolment
range. This will return the list of all invoices that are still in a pending status.

You may also wish to filter for partially paid invoices as well.

How can | get an “end of day” payment report?

You can get an end-of-day payments report via reports- Payment report
This will show all transactions taken on a specific day including their payment type.

Direct debit

First Class only offers direct debit on a monthly basis for both term and perpetual-based programs.
For more information please contact your account manager.

Xero integration

For more information about First Class’s Xero integration please contact your account manager.




