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1 Introduction

The purpose of this notebook is two-fold:
e To act as a guide covering the main areas of the Easy Payments Plus system that

we will be covering during your training session.
e To provide a notebook for you on which to write your own notes during training.
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2 Structure of Training Session
The training session will cover the following ....

e How to access your EPP account as an administrator (login).

e The main menu options available to you .....

©)

O

O O O O O

Profile — configure and tailor your account to your requirements (this is
done during the on-boarding process).

Fees — define and manage your fees (any expense you want parents to pay
for).

Payment Reports - report on all incoming payments using various
detailed payment and bank reconciliation reports.

Accept Payment — accept cash/cheque/card payments from parents in the
office or over the phone.

Request Payment — request cash or card payments from parents.
Refunds — process a refund.

Reminders — send out both email and text reminders.

Classes — maintain classes and generate class reports.

Search — view and edit all details relevant to a family.

Search by receipt number or surname

/o= You are logged in as: Mary Admin
:5 | Search

Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Help Logout
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3 How can | login to my EPP account?

e You should save the Easy Payments Plus website as a favourite on your browser
for easy access (www.easypaymentsplus.com).

IS Easy Payments Plus

Home About EPP EPP Solutions How it Works Case Studies News & Events

Educatic
Paymen

i made ec

e Click on the Login button on the top right hand corner.

S Easy Payments Plus

Do you have an Easy Payments Plus account?
®Yes
No

E-Mail Address maryadmin@epp-test

Password [eanaaand] |

Change Password

Forgotten Password

e Input your email address and password provided to you.
NOTES
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4 Profile

This menu option enables you to configure your EPP account. This will already have
been completed for you during the on-boarding process.

The areas within Profile you may need to be aware of are outlined below.

4.1 Profile >Update Profile >Configuration
e Reporting Start Date

The date set here will be used as the default start date
eporting Start Date |'I}1 V| |'I}1 V| |2U13 V| for all reports (except All Payments which shows the
last 3 months by default)

e Message to appear on main screen

This message will be displaved on the main screen where

Message to appear on main screen . .
= PP all the fee items are listed.

NOTES
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4.2 Profile ?Update Profile 2Payment Options (processing fee)
During training we will discuss how you wish to handle the processing fees associated

with each transaction. For example:
1. Your school will absorb these processing fees (treat them like bank charges).
2. The parents will absorb an administration charge to try cover the processing fees.
o Incorporate an extra amount to each payment item.
o Pass on a standard administration charge which parents will see when they
are making a payment.

Administration Fee
Charges

Standard Charges:
The amount specified will be added as a

0.00 administration fee. e.g. to add €2 enter
2.00

Client Pay Standard Charge €

NOTES
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4.3 Profile - Add New Administrator

You can add as many administrators as required by selecting Profile and then Add New
Administrator.

You can specify an administrator as a general or class administrator.

Profile Fees Payment Reports Reminders Clients Classes Accept Payment Request Payment Help Logout

Lipdate Profile

Receipts EMailed

Billing Card
Payments

Billing SM3
Messages

Input the appropriate details as shown below and click on Register.

Profile

Enter details below (* denotes a mandatory field) and click on Register to add the new administrator
Register

Add new administrator

Firstname * Organisation Demo Account Secondary
Surname * Admin Type General Admin v
Phone * +383 |- - Password *

Mobile * +353 |- - Re-Enter Password *

EMail *

Male/Female [

#ITick to enable email notifications
#ITick to enable text notifications

NOTES
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5 Fees

This menu option enables you to define and manage fee items.

5.1 Define New Fee

To define a new fee simply input the relevant data in the screen shown below. The
important headings to remember are circled in red as shown in Screen 1, Screen 2 and
Screen 3 in this section.

SCREEN 1 - GENERAL FEE INFORMATION

7\

DEnable Recurring Option OEnable Deposit Option @Disable Both Options
INo g TG option has been selected

General Fee Information

The Fee name to appear online. Try to make this very
specific. e.g. Include event date or course code

100 characters remaining

Set this to "No" if you would like to allow client enter the
amount to be paid.The amount will default to 0 and
your client will enter the amount.

The cost of the fee. For recurring payments over a fixed
period this should be the total amount. For recurring
payments over an unlimited period this should be the
amount of the instalment.

For free items Fixed Cost should be Yes and The Fee

Fee Name *

Fixed Cost

[TFee Cost *(numeric with 2 decimal places)

Cost=0.00

Select a feetype from the drop down list. If there is no
Fee Type [Tours v] appropriate fee type then you can add a new one

below.

Add new fee types here. The fee type is used to help a
| customer find what they are looking for.

100 characters remainin

Enable Quantity option. If Fixed cost is N then quantity

Quantity will be disabled. If attendee is Y then quantity will be
Yes v

New Fee Type

disabled.
Enter a code to be used if a person selects this item.

Voucher Code
Processing Fee Apply Processing Fee as per Profile - Payment

Vat Rate % 0.00 v Vat rate to be applied to this item.

Set this to "Yes" if there are a limited number of places
or items available

Set to limit of the total places or items available. Blank
if no limit

Limited No v
Max no. I:’

Hours D Set to number of teaching hours for course definition
== e

Set this to "Yes" to be available to the public. Set to
"No" for items that can only be paid for by an
administrator.

Public

’Fam'! Paviant NG Set this to Yes to show the amount paid in the class
< AR report for all students in the family
—

YOUR NOTES/QUESTIONS

10
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SCREEN 2 - DISCOUNT INFORMATION

scount Information

Mote 1: If applying two Fee Discounts then only ONE can have a discount code.

Mote 2: If applying a Bill discount, this is the ONLY discount that can be applied.

Mote 3: Mo discount will be applied to Non-Fixed Cost fees

Discount 1 - Standard Discount MNo discount applies v Ay t_hls qlscount '."hen e se_l.ec.t.ed i EF fo
Maintain Discount List for the definition of discounts.

] ) - - Apply this discount when item selected - See Fees -
Discount 2 - Code Discount No discount applies v PP - - - e

Maintain Discount List for the definition of discounts.
Fee Discount - This discount caused the cost of the item to be reduced.

Bill Discount - This discount is calculated and added as a seperate item to a bill.

NOTES

SCREEN 3 - RECEIPT INFORMATION

imf [RFm e i
Receipt Information

Add attachments here to be included with each emaileg | Ghoose File | No file chosen

receipt

Add Attachment

Type the message to appear in each receipt, select
Choose File to upload the attachment and click Add
4 Attachment

IMessage to appear in receipt with uploaded
attachment

NOTES

11
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SCREEN 4 — DESCRIPTION SECTION

Description

4
Detailed description saved as a HTML or PDF Choose File | No file chosen
or
Detailed description from your website
Load image Choose File | No file chosen

Description of the item. Limit of 255 characters. This
should include any information relavent to the item
e.g. Date and venue etc.

Load file with fuller description

Enter the URL of the page to be displayed

NOTES

SCREEN 5 - QUESTION SECTION

Comment to appear on the page that displays the fee

questions.

z
Question 1

%
Question 2

A
Question 3

p:
Selection List 1 Select .. v
Selection List 2 Select .. v
Selection List 3 Select . v
File Upload 1
File Upload 2

File Upload 3

e.g. Please complete these questions to proceed

An item of information reguested upon selection of the
fee. e.g. Medical conditions. Location etc. You can ask
for 3 seperate items of information.

These lists can be setup by going to the main menu
and choosing "Fees” - "Maintain selection lists"

Enter a label to be displayed when a file upload is
required

NOTES

12
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SCREEN 6 — RECURRING SECTION

Recurrin

Oynvéi
o Ontinn
mecurimg Vo

LI
Recurring
Frequency

Instalments
Fixed Start Date
Variable Start Date

Enable pay in full

Yes ¥

Weelkly v

24 v ||Mar v |[2015 ¥

Set this to "Yes" if the payment is tc be divided into
multiple instalments.

This defines the instalment frequency

This defines the total number of instalments. Enter
9999 if unlimited

The start date of the first instalment. Ignored if next
entry set to yes

This will set up a recurring schedule for each payment
based on the day after the client selects the item

Set this to "Yes" to give the client the option to pay in
full.

NOTES

SCREEN 7 — DEPOSIT/BALANCE SECTION

Enable Deposit

Deposit amount

Frequency of balance payment

Mo. of Instalments for balance

Yes ¥

Weekly M

Set this to "Yes" if you will accept a deposit payment
and schedule the deposit for a later date

Enter the amount of the deposit. Enter 0 to enable the
client to choose the deposit amount

This defines the instalment frequency. The start date
will be defined based on the frequency. e.g. If weekly
then the first instalment will be drawn in 7 days, if
monthly the the 1st instalment is drawn on the same
date the following month.

This defines the total number of instalments for the
balance.

NOTES
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5.2 Maintain Fees

Profile Fees PaymentReports Reminders Clients Classes Accept Payment Request Payment Help

ees Edit/Delete/Copy Fees
elect fee below and click on the relevant button to Edit, Delete or Copy the fee

pdate Public|  Display list for fee type Transition Year Expenses

bublicjee Name Description Type o0 VAT%Limited)yo | 0 0%E
.. This cost includes flights and accomodation. You can pay in Transition .
v 4 7 g
Berlin Trip full orin 3 bi-monthly instalments Year 75000 000 N 0 Yes
L/ S This cost includes flights and accomodation. You can pay in Transition 600.00 0.00 N 0Vl
P fullorin3 bi-monthly instalments Year ... ’ i

Ski Trip This cost includes fights and accomodation. You can pay in Transition 310,00 0.00 N 0 Yas

Logout

v

0 (Edit|Delete|Copy

0 |Edit|Delete|Copy|

0 |Edit|Delete|Copy|

deposit full orin 3 bi-monthly instalments Year
Transition i ; i ; : il

g Thls_ |n.rl|mp flights. ski hlre_ and acc_omodatlon. (_Illck here Transition 1200.000.00 N 0y 0 [Edit|Delete|Copy
1ip to view resort. You can pay in full or in 6 monthly instalmentsYear ... —— >
Trip to This cost includes bus fare and accomodation for 4 nights in Transition 2

I adventure - 100.00 000 Y 35 Yes 0 |Edit|Delete|Copy

Delphi adventure centre Year L —
center
NOTES
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5.3 Maintain Fee Types

This facility allows you to add, edit or delete Fee Types. Fee Types are general headings
within which individual Fee Names can be grouped. It is recommended that these types
correlate with the school’s accounts package for easy reporting and bank reconciliation.
For example, a Fee Type may be “Ballet/Music Exams”. The Fee Names within this Fee
Type might be “Grade 1 Exam”, “Grade 2 Exam”, and so on.

IPrcufiIe Fees Payment Reports Reminders Clients Classes/Groups Accept Payment Request Payment Help Logout

Fees Maintain Fee Types
Create a new Fee Type below or edit/delete an already defined Fee Type.

Fee Type deleted

L |IAdd new Fee Typel

Fee Type

Inveice Payment

Ballet Exams olete
Ballet Concert Expenses Edit Delete

NOTES
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6 Payment Reports
Easy Payments Plus provides organisations with a wide variety of payment reports. This
section will show the main reports that are discussed during training.

6.1 All Payments

The most general payment report is the All Payments report — the first report available
within the Payment Reports menu. The key headings in this report are circled in red.

Profile Fees Payment Reports Reminders Clients Classes Accept Payment Request Payment Help Logout

Payment Reports All Payments

All Payments received from 15/01/2014 to 15/04/2014
Print| |[Export||Show charge details| | Change Sort Order Change Dates

12
- - - __Pay Total Payment
Receipt) Datemme.l.s‘rpe Qty Note @

15/04/2014 Debit

249030974 Rosie Keamns Rosie Keamns Annie Musical - Concert Tickets - 40.25 4 Credit
13:50:08 Card
y . : ; - 15/04/2014 Debit
249030974 Shauna Murray Rosie Keamns Transition Year - ski trip 135008 Card .00 1 Recurring
11/04/2014 Rfnd for
249030972 Sarah Keane John Doyle  After school study - 5 days 10"19"02 Refund -251.50 1 249030971/355400-Refund
cancelled study
, 11/04/2014 Debit
249030971 Sarah Keane John Keane  After school study - 5 days 1011044 Card 251.50 1 Refunded
249030970 Mary Dunne John Doyle  Voluntary Contribution - Non-Fixed Amount a;giggug::‘y 401.50 1 Credit
R

16
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6.2 Payment Details by Feename

This report allows administrators to generate tailored reports showing detail associated
with a fee. Simply tick the required data to be included in the report.

Home ' Profile Fees Payment Reports = Reminders = Clients

Classes

Accept Payment

Request Payment

Rewards Help = Logout

Payment Reports Payment Details

_ Change Dates )

Click on Generate Report to generate a list detailing all payments received. You can select the information you want to include in the report below.

htep1: Select fee item from the drop down list

Transition Year - ski trip v | #Active L Deleted

Select All

Selected Name Main Name ¥|Paid Date/Time

2 ) .
Have you done skiing Please tr,-\rlter your child's
before? name as it appears on
passport

Step2: Check each client item to include in the report | /Select All

Address Line 1 Address Line 2 WAddress Line 3 #Iobile Phone Email

Allow Email Allow Text Type Category Status EIMain Date of Birth
Stepd: Select pre-defined questions to include in the report (Optional) | 'Select All

Select an item from the list to include in the report v
Stepd: Select pre-defined selection lists to include in the report (Optional) | /'Select All

Select .. v

[ Generate Report
Payments received from 01/06/2014 to 08/12/2015 for Transition Year - ski trip
Please enter your

E : Have you done  child's name as it _. :

eename Cost € Paid € skiing before? appears on Firstname Surname Mobile

passport

[;?;'f;g'o" Year - 1500.00 1200.00 yes sdfsfsff Grace Baker +353873333333
E’t‘jg'f’” Year-  1200.00 0.00 yes sfsfsfsfsf David Brophy +353872222222
Lla':rslg'f’” Year-  1200.00 400 00 yes Sean Brown Sean Brown +3538TTTTTTTT
1?’:?2“’” Year-  4500.00 1200.00 yes g09ag Fionn Byme +353877777777
[ransition Year - 4500 pp 1600.00 yes SeanBrendsnl o Byme +3B3BTTTTTTTT
ki trip 3 Byme 3
f[“a':rslg'f’” Year-  1200.00 200.00 yes Finn Bernard Cahill Finn Cahil +353R777TTITT

NOTES
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6.3 Payment Details by Receipt Number

This report allows administrators to generate tailored reports showing detail associated with a fee. This
report differs to that above as it is displayed in order of the most recent receipt number. Simply tick the
required data to be included in the report.

Home Profile = Fees PaymentReports Reminders ' Clients Classes @ Accept Payment | Request Payment Rewards Help Logout

iPaymEm Reports Report Generation

ECIick on Generate Report to generate a list detailing all payments received. You can select the information you want to include in the report below.

Generate Repbn

Change Dates xport| Print|

Check each payment item to include in the report | 'Select All

Selected Name Paid by ¥IFee Name ¥ Date/Time Pay Type
Cost Charged #IPaid Processing Fee LJEPP Charge CQuantity
| CJQuestion 1 Question 2 Question 3 Selection 1 Selection 2 Selection 3

| Check each client item to include in the report L/Select All

#|Address Line 1 Address Line 2 Address Line 3 County Country #Mobile Phone Email
Date of Birth Type Category Status Main Allow Email LAllow Text
Select pre-defined questi to include in the report (Optional) LSelect All

| [Select an item from the list to include in the report v

Select pre-defined selection lists to include in the report (Optional) | Select All
| Select ... v

§Payment5 received from 08/09/2015 to 08/12/2013

|ReceiptnoFee Name Date/Time Paid € FirstnameSurname Address 1 IMobile
249031912 Junior Cert Mock Fees 07/12/2015 10:51:100.0000  Lucy Tully 456 nnn +353 B7 4444444
1249031912 Karen Smyth 456 nnn +353 87 4444444
1243031912 Don Tully 456 nnn +353 B7 4444444
1249031912 Maria Tully 456 nnn +353 87 4444444
(249031911 Junior Cert Mock Fees 07/12/2015 10:51:100.0000  Alice Test Shankill +353 86 1234567
1245031911 Gary Test Shankill +353 86 1234567
524903‘1 910Junior Cert Mock Fees 07/12/2015 10:51:090.0000 James O'Neill Woodview +353 85 1111111
1249031910 Iartin O'Neill Woodview +353 85 1111111
1249031910 Robbie  O'Neill Woodview +353 85 1111111
| 249031909 Junior Cert Mock Fees 07/12/2015 10:51:080.0000 Tara Neary 567 mmm +353 87 2222227
1249031909 Karen Healy 567 mmm +353 87 2222227

49031909 Deirdre  Neary 567 mmm +353 87 2222227
243031909 Fiona Neary 567 mmm +353 87 2222227
249031908 Junior Cert Mock Fees 07/12/2015 10:51:080.0000  Colm Kenny 456 mmm +353 87 1111111
249031908 Judy Walsh 456 mmm +353 87 1111111

B —————
NOTES
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6.4 Payment Transfer

This facility is used in cases where errors are made during the payment process. For
example, if the parent pays for the incorrect fee or if the incorrect child was selected as
the attendee of a fee.

Using this facility, administrators can transfer pupils from the fee they paid for to another
fee. The pupil’s name can also be changed to another sibling’s name.

e Change the dates to required period (if necessary).

e Select the fee name for which the pupil has paid.

e Select the pupil in question.

e You can either change the name of the pupil or Select to transfer to a new fee.

Home Profile Fees Payment Reports Reminders Clients Classes Accept Payment Request Payment Rewards Help Logout

Payment Reports Payment Transfer

Select a fee name below to see a list of those registered for that fee item. Users can then be selected for transfer / refund, or name change.

Print| [Export to Excel| |Export to CSV Change Dates
Select Fee Name v |#active L Deleted
\After school study - 2 days with dinner from 01/07/2016 to 03/03/2017
First Name Surname w1 w2 w3 w4 W5 W6 wr ws wg w10
Sefe Charge Roger Devine
Jenny Faye
Selec Change-Mar Yvonne Joyce
Select Change Name, Penny Joyce
Select Change Name George Kelly
Select Change Name, Ben Smith
Select Change Name| Brendan Tyler

e When you transfer to a new fee, if there is a discrepancy between the old and new
fee amounts, then the system will ask you to either ignore or record this
discrepancy.

Home Profile Fees Payment Reports Reminders Clients Classes Accept Payment RequestPayment Rewards Help Logout

Payment Reports Payment Transfer User selected Transfer user

Use the buttons below to ignore or record the difference in the cost.

Print| [Export to Excel| Export to CSV| Return
Jenny Faye changed to After school study - 3 days with dinner 0

Jenny Faye

Maving from After school study - 2 days with dinner Moving to After school study - 3 days with dinner O

The fransfer has been completed. There is an cutstanding balance due of €30.00. Press Record Amount to record this amount or Ignore Amount to
ignore.

Ignore Amount Record Amount,

YOUR NOTES/QUESTIONS
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6.5 Payments by Fee Name

Select this report to view all payments summarised by Fee Name. You can drill down
further to see details of the individual payments by clicking on the Select button.

Profile @ Fees PaymentReports Reminders Clients Classes AcceptPayment Request Payment Help Logout
Payment Reports By Feename
from the list below to see details of payments received
Change Dates

Start Date End Date

01 v||01 v 2014 31y 01 v ||2014 ¥ |Set Date|
List of all payments summarised by fee name from 01/01/2014 to 31/01/2014
%P . Exnug
Fee Name Total Charged€  Processing Fee€ EPP Charge€ Net Receivede

) ool - ATHLETICS 150.00 3.60 153.60 2.50 15110 elect
After school - Hockey 120.00 225 122.25 313 119.13 Select
After school study - 3 days 400.00 1.50 401.50 1.25 400.25 elec
After school study - 5 days 1,000.00 4.50 1,004.50 3.75 1,000.75 Select
Annie Musical - Concert Tickets 30.00 1.00 31.00 75 30.25 Select
Berlin Trip 2,050.00 3.5 2,053.75 343 2,050.63 Select
Guitar 200.00 00 200.00 00 200.00 Select
School Trip to Glendalough 100.00 225 102.25 313 99.13 Select
(Tour to Dublin 100.00 -33 99.68 188 97.80 Select
[Tour to Glendalough 75.00 1.1 76.11 1.50 7461 Select
[Transition Year - ski trip 500.00 00 200.00 00 200.00 Select
\oluntary Contribution - Mon-Fixed Amount 50.00 1.18 51.18 63 50.55 Select

—

20
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6.6 Payments by Fee Type

Select this report to view all payments summarised by Fee Type. You can drill down
further to see details of the individual payments by clicking on the Select button.

Profile ©Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Help Logout

Payment Reports By Feetype
Select afeetype from the list below to see details of payments received
Change Dates

List of all payments summarised by fee type from 01/01/2013 to 15/04/2014

Pri Export
TotalCharged  Processing Fee EPP Charge€  Net Receiveds

WVoluntary Contribution 8,070.00 64.57 8.134.57 T0.75 8,063.82
Transition Year trip 100.00 1.50 101.50 1.25 100.25 Select
Transition Year Expenses 24.075.00 68.85 19,793.85 59.37 19,734.49 Select
Tours 2.240.00 59 27 2 (49.27 3554 201344 Select
E— __ __ __ I

NOTES
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6.7 Recurring Payments

Select this report to view all recurring payments that have been setup. It is important to
ensure the number of instalments due to date equals the number of instalments issued. To
drill down further to view details of a recurring payment click on the associated Select
button (see next page).

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout
Payment Reports Recurring
etetTl a recummgNRayment from the list below to view/update payment details.
1
Change Dates
g Balance Remaining Total Overdug
£68596.76 £44069.52
Print Export to Excel| Export to CSV Exclude Completed
List of recurring payment definitions starting between 01/06/2017 and 09/08/2019 09:25:15
. ’ Instalment Start  End
Receiptno Feename Payer Student Amte Date Date Frequencyinstalmen
049034319 unior Cert Mock Fees TestGary  AlceTest  45.00 Ooias D350 Monty 2
249034282Voluntary Contribution - Family Kay Lauren  Lauren Kay  25.00 ;315899 ;gr‘gpr Monthly &
£43034274Voluntary Contribution - Family Tuite Isabelle Isabelle Tuite 25.00 Doep AP Moty 8 0 0 Select
249034265Voluntary Contribution - Family Giroy Fiona  Fiona Gilroy  25.00 D o Monty 8 00 Select
249034256Voluntary Contribution - Family Roche Karen Karen Roche 25.00 ;EF;’J ;E{;pr Monthly & 0 0 Select
249034245Voluntary Contribution - Family French Rita  Rita French  25.00 D o Monty 8 00 Select
249034235Voluntary Contribution - Family Erady Pauline Pauline Brady 26.00 DR o Monty 8 00 Select
249034234Voluntary Contribution - Family Burns Terry  Terry Bums ~ 25.00 ;315899 ;gr‘gpr Monthly & 0 0 Select
249034228Voluntary Cantribution - Family Burns Terry  Terry Bumns  25.00 ;EF;’J ;E{;pr Monthly & 0 0 Select
24903422 3Voluntary Contribution - Family Roche Karen Karen Roche 25.00 ;315899 ;gr‘gpr Monthly & 0 0 Select
249034215Voluntary Contribution - Family Pryce Helen Helen Pryce  25.00 ;EF;’J ;E{;pr Monthly & 0 0 Select
2490342156t Class Trip to Gaeltacht-Balance Lee Helen ~ Adam Kieman 50.00  15.4n 16Aug yonsy, 3 2 2 Select

NOTES
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When a recurring payment is selected further details are displayed and various facilities
are available to maintain the recurring payment....

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout

Payment Reports Recurring 6th Class Trip to Gaeltacht-Balance Lee Helen Adam Kiernan

below to update payment details

Change Dates

otal Total Issued Balance Remaining Total Overdue
€71061.92 €2465.16 €68596.76 €44069.52
@ Change Expiry Date on Card)) (" Add New Card Change Amount | Tetumn
Run

Feename Payer Student Instalment Amount € Start Date Frequency Instalments Issued DueToDate Day
6th Class Trip te Gaeltacht Helen Lee Adam Kiernan 50.00 16 Jun 2018 Monthly 3 2 2 16( |Change Run Day

List of Payments

Receiptno  Name Date/Time Fee Type Cost€ Paid€ Charge€ Note Status
249034283 Adam Kiernan  13/07/2018 11:43:28 6th Class Trip to Gaeltacht Credit Card 50.00 50.00 00000  Instalment Issued 2of2
245034278 Adam Kiernan 12/07/2018 11:51:08 6th Class Trip to Gaeltacht Credit Card 50.00 50.00 00000 Instalment Issued 1of2
249034215 Adam Kiernan  16/05/2018 14:20:04  6th Class Trip to Gaeltacht Debit Card 150.00 .00  0.0000 Recurring

NOTES
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6.8 Failed Payments/Failed Instalments

When a payment/instalment has failed you can view details of this failure as shown in the
payment reports, Failed/Deleted and Failed Instalments.

Profile Fees PaymentReports Reminders Clients Classes Accept Payment

Payment Reports

Print| | Change Dates

List of failed instalment payments from 01/01/2013 to 16/04/2014

Request Payment Help Logout

Pay

Receiptno gharQEdDate.l’Time Reason T UserEmail Hame
ype

249030973 31.50 S?Séfg” E;erg” Mary@clean test 'K‘;‘ﬁf
b4

249030950 31.50 g?g;ggu E;erj” Mary@clean test 'K‘:lﬁ
¥

219030939 31.50 g]ﬁ';ggu E;erg” Mary@clean test 'K‘;‘ﬁf
b

. i 25/03/2014 Crodic] Wary
249030934 31.50 CI1EI-5(].7 C-ard Mary@clean.test Kally

NOTES

Authorise

Authorise

Authorise

Authorise

Authorise
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6.9 Bank/Accounts Package Reconciliation — Card Lodgements
Report

This report can be used to reconcile a bank statement.
You can reconcile payments over a specific period or a specific month using the Change
Dates and Monthly Summary buttons.

Payment Reports Card Lodgements

6.9.1 Reconciliation of card lodgements for a specific period

e Use Change Dates to set the date to the required period.
e Drill down to view more detail for a particular day by selecting ...
o Detail — for a general breakdown of payments made on this day.
o Summary by Fee Type — for a breakdown of payments made on this day
summarised by fee type.
ummary by Fee Name — for a breakdown of payments made on this day
sumymarised by Fee Name.
e Drill down towiew more detail for the specified period by selecting ...
o Detail ~for a general breakdown of payments during this period.
y Fee Type — for a breakdown of payments made during this
period summagised by fee type.
o Summary by Fee Name — for a breakdown of payments made during this
period summarisethby Fee Name.

Profile Fkes PaymentReports Reminders Clien Classes = Accept Payment Request Payment Help Logout

Payment Reports Card Lodgements

Print| | Export

Start Date End Date
01 v |01 v \2014 + w01 v 2014 v @

Banked paymenty from 01/01/2014 to 31/01/2014
\ieadings for further detail
ayments Total Banked € Total Charged € Processing Fee€ EPP Chige€

Hover over columin
Banked Date no.
Detail| |\Summary by Fee Type Summary by Fee Name

31/01/2014 3 505.35 500.00 535 375

29/01/2014 1 1036 10.00 36 25 Detail| |\Summary by Fee Type Summary by Fee MName
25/01/2014 3 22.50 20.00 2.50 3.25 s Summary by Fee Name
23/01/2014 5 1,126.00 1,120 00 6.00 625 -
21/01/2014 2 103.60 100.00 3.60 250 ary by 5 mmrar-by-Fee—tatme
18/01/2014 1 551.50 550.00 1.50 1.25 Detail| | Summary by Fes Type Summary by Fee Mame
18/01/2014 2 251.50 250.00 1.50 1.88 Detail| \Summary by Fee Type Summary by Fee Name
10/01/2014 2 950.00 950.00 00 250 Detail| |\Summary by Fee Type Summary by Fee Name

€3500

€3520.81

(Totals

eename summary - 01/01/2014 to 31/01/2014

eetype summary - 01/01/2014 to 31/01/2014

Detail -01/01/2014 to 31/8/2014

NOTES
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6.9.2 Reconciliation of monthly card lodgements

e Click Monthly Summary to get a Total Card Lodgements Summary per month.
Drill down to view more detail for a particular month by selecting ...
o Lodgements — for a breakdown of lodgements for this month.
o~ Summary by Fee Type — for a breakdown of lodgements for this month
summarised by fee type.
o Summacy by Fee Name — for a breakdown of lodgements for this month

no. Payments Total Banked € Total Paid € Processing Feﬁ%&
557525 5.340.00 35.25 36.25 Lodgementg Summag bg Fee T!EéP §ummal bg Fee Nam@D
4.041.75 3,870.00 31.75 3497 Lodgements| Summary by Fee Typel [Summary by Fee Name|
4,338.75 4,270.00 28.75 28.75 Lodgements| Summary by Fee Typel [Summary by Fee Name|
6,713.55 6,465.00 48.55 Lodgements| Summary by Fee Typel [Summary by Fee Name|
by Fee Typel e

352061 3.480.00 20.51 ) Lodgements| S ISummary by Fee Nam
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6.10 Bank Reconciliation — All Cash/Cheque and Cash/Cheque
Lodgements Reports

If you record cash and cheque payments using Easy Payments Plus, you will need to do
the following in order to be able to reconcile your bank statements with the system’s
reports:
e All Cash/Cheques - On the day you are lodging cash/cheques to the school’s
bank account ....
o From the Payment Reports menu, select the All Cash/Cheque report.
o Click on the Total Cash/Cheques button.

IPayment Reports All Cash/Cheque

_ Change Dates X

ash/Cheques fram 01/01/2013 to 23/04/2014
Net
F F Total
eceiptno Name Paid by Date/Time Banked Date Pay Type UserEmail =€ 5e o8 ReceivedSelect

Cost€ Charged€ Paid€ _
T

|Print| |Expo otal Cash/Cheques

49030977 Fiona Murray Mary Admin 16/04/2014 10:50:01 Cash rosietest@epp.test 150.00 100.00 100.00 100.00 Select
249030968 Brenda Kelly Main Admin 09/04/2014 14:57:39 Cheque br@epp.test 750.00 200.00 200.00 200.00 Select
49030966 Brenda Kelly Main Admin 09/04/2014 14:53:08 09/04/2014 Chegque br@epp.test 60.00 60.00 60.00 60.00 Select
49030957 Conor Dunn John Doyle 04/04/2014 12:54:13 09/04/2014  Cash 245525 60.00 60.00 60.00 60.00 Select
249030955 Chris Smith Main Admin 04/04/2014 10:02:39 09/04/2014  Cheque testingl4@epp.test 350.00 50.00 50.00 50.00 Select
249030954 Chris Smith Main Admin 04/04/2014 10:01-14 09/04/2014 Cheque testingl4@epp test 550.00 20000 20000 20000 Select
49030953 Karen Smith IMain Admin 04/04/2014 10:00:40 09/04/2014 Cheque testingl4@epp.test 750.00 200.00 200.00 200.00 Select
NOTES
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e Cash/Cheques Lodgements - On the day you are reconciling your cash/cheque
totals on your bank statement with the system’s reports ....
o From the Payment reports menu, select the Cash/Cheque lodgement
report.
o Set the date to the appropriate period.
o Drill down to more specific detail as described in the previous section.

Profile Fees PaymentReports Reminders Clients Classes Accept Payment RequestPayment Help Logout

Payment Reports Cash/Cheque Lodgements

Print| |[Expo Change Dates

Cash/Cheque lodgements from 01/01/2013 to 23/04/2014

§Fay Type Date Total Banked €
Cash 2270472014 100.00 Detail
Cheque 22/04/2014 200.00 Detail
Total 2210412014 300.00
Cash 09/04/2014 340.00 Detail
Cheque 09/04/2014 510.00 Detail
Total 09/04/2014 850.00 Summary by Fee Type Summary by Fee Mame

NOTES
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[ Classes>Maintenance and Reports

7.1 Maintain Classes

This option allows you to maintain your classes that are populated on your database
according to the school data you provide on a yearly basis.

You can:

edit or view pupils in a class,

delete a class,

copy a class and rename it,

restrict access to this class to certain administrators.

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout

Class Maintain Classes

Enter a new Class name below and click on Add New Class, or edit/delete an already defined Class

Options to create new Classes or maintain existing Classes

New Class Name Add New Class

Class Owner Changed Changed By Entries

TAW Brenda Admin 16/05/2014 13:13:49 Brenda Admin a1 EditView Delete| |Copy |Access
3A Brenda Admin 14/03/2016 12:49:45 Brenda Admin 61 EditiView Delete| |Copy Access
3B Brenda Admin 09/03/2016 11:26:01 Brenda Admin 32 EditView Delete| |Copy |Access
BC Brenda Admin 11/08/2016 11:13:12 Brenda Admin 24 EditVisw Delete| |Copy |Access
4 A Brenda Admin 25/06/2015 12:39:35 Brenda Admin a1 EditView Delete| |Copy |Access
4.1 Brenda Admin 21/03/2016 11:46:28 Brenda Admin 1 EditView Delete| |Copy| |Access
5A Brenda Admin 26/05/2015 15:17:58 Brenda Admin 16 Edit/View Delete| |Copy |Access
BA Brenda Admin 26/05/2015 15:18:04 Brenda Admin 59 EditView Delete| |Copy Access
|Ag Science Brenda Admin 18/04/2018 11:50:50 Brenda Admin 3 EditiView Delete| |Copy |Access
Choir 2018 Brenda Admin 22/03/2018 12:00:39 Brenda Admin 4 Edit/View Delete| |Copy |Access
Class - Fiena Henry Brenda Admin 151122015 13:19:36 Brenda Admin 3 EditVisw Delete| |Copy |Access
Class - John Murphy Brenda Admin 20/11/2015 15:52:32 Brenda Admin 1 EditView Delete| |Copy |Access
Class - Mary McBride Mary McBride 031122017 16:11:44 Brenda Admin 1 EditMView Delete| |Copy| |Access
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Click on Edit/View:
e The name of the class can be updated.
e The pupils in the class are displayed and can be deleted if required.
e You can refine your search for pupils (e.g., just search for 1% years).
e Tick Add beside a pupil’s name to add to the selected class.

Class Maintain Classes Update Class "1AW'
Enter a new Class name below and click on Update Class Name, or add and remove Class members.

Class name [aw Update Class Name

tudents in 1AW
Name Mobile Email

oife Barry +353879876543 susan@epp.testing Delete]
Laura Bowden +353871223333 Ibow@epp.test Delete
Mary Admin +353871111111 maryadmin@epp.test Delete
Robert1 “Brady +3538712333333 tonyb@:x.xx Delete|

dd new Students

Show all people registered Show Al
Show all people by Type [Pupil “|[ Search |

Find students by selected item

Selection List

Place a tick beside each name to be added to class "1AW" and then click on the Add to Class button

Add fo Class Note: Red enfries do not belong to any class

dd Firstname Surname Address1 Email Type
Robert1 ‘Brady 5 vwvv tonyb@por ¢ Pupil
Robert1 "Brady 5 wwwv tonyb@por 0 Pupil
Test? 99 q test999@epp.test Fupil
Ailbhe Adams X ann.adams@epp.test Pupil
Alan Apple m anniene@park.test Pupil
Aoife Barry jkl susan@epp.testing Pupil
Sean Barry Shankill jd@sthestie Fupil

YOUR NOTES/QUESTIONS
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7.2 Class Reports

Class reports can be generated as follows ...

e Select any required data to be included in the report (e.g., contact number).

e Select the relevant class.

e Select the relevant fee.

e Specify a start and end date.

e Click on Generate Report to view all pupils in the selected class who have
paid/not paid for the selected fee within the specified time-frame.

e The report will show if the payment is relevant to the single pupil or the pupil’s
family.

Classes List Classes

Select the information to be included in the report, and click on Generate Report.

QGenerate Class reponts

Step 1: Check each item to include in the report
Address Line 1 Address Line 2 Address Line 3 @ Phone Email
MIF Type £l Main Date of Birth Student 1D:

: Selecta Fee

Or Select aFee Type

Leaving Cert Mock Fees v Select .. v
Start Date End Date

01 w|12 v 2016 v | |15 ¥ |03 v 2017 ~
Step 4 : Click Generate Report Generate Report

Export to Excel| [Export to CSV| Print

Class: 6 A

Fee Item: Leaving Cert Mock Fees

From: 01/12/2016 To: 15/03/2017

* The amount shown in the Family Payment column is the total amount paid for the family. I there are multipe family members on the report then this total
is shown for each member.

Class Name Firstname Surname Mabile Single Payment Family Payment *
6A Brenda Admin +353 87 1111111 go Qf

A Fionn Bryan +353 87 77777717 00 0o
64 Sean Cane +44 87 7777777 a0 00
6A Eric Collins +353 11111 a0 00
6A Michae! Edmund +353 87 1111111 0o 0o
A Peter Edmund +353 87 1111111 0o 0o
64 Patrick Egan +353 87 7777777 100.00 00
6A Fiona Goddard +353 87 3333333 a0 00
6A Fiona Hayes +44 87 2222222 00 00
A Sean Henry +353 87 2222222 100.00 00
6A James Johnson +44 87 2222222 Q0 00
6A Penny Joyce +353 87 2222222 oo 00
A Fiona Keane +353 87 2222222 100.00 00
A Fiona Keane +3653 87 7777777 ali} 00
6A Henry Keane +353 87 7777777 a0 a0
6A Yvonne Keane +353 87 2222222 00 00
6A Patrick Kearney +353 87 7777777 100.00 00

YOUR NOTES/QUESTIONS
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8 Accept Payment
Easy Payments Plus can be used to accept cash, cheque or card payments from clients by
following the steps outlined below ....

8.1 Step 1 - Find the relevant payer

Profile Fees PaymentReports Reminders Clients Classes AcceptPayment Request Payment Help Logout

Payment

Enter Surname and hit Find to locate an existing name otherwise use Register New Name to create a new account.
Surname Find Register New Name

Select the name of the person making the payment

Firstname Surname Address1 Mobile EMail Type Status

Robert1 “Brady 5 v +353 87 12333333 tonyb@poc.xox Pupil A Edit) Select Name
Robert1 “Brady 5wy +353 87 12333333 tonyb@:o o Pupil A Edit| |Select Name,
Karen Brady 5 v +353 87 1234444 kb@roooxx Parent/Guardian A Edit
Sean Brady 5w +353 87 1234444 kbig@oo o Pupil A Edit| |Select Name
Tom Brady W CCCC +353 a7 1111111 tombrady@epp test Parent/Guardian A Edit| |Select Name|
Tony Brady 5 v +353 87 12333333 tonyb@socxx Parent/Guardian A Edit) Select Name

NOTES
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8.2 Step 2 - Select the Payment Type

Payment Accept Payment

Select the payment type from the available options

Step 1 Select the payment type
Cash Cheque Debit/Credit Card Mo Payment Invoice

(| Select Payment Type ID

NOTES

8.3 Step 3 - Select item for payment and Add to Bill

Select the desired item from the drop down list

Step 1 Select the payment type
Cash ‘“Cheque ® Debit/Credit Card Mo Payment Invoice
Step 2 Select the fee from the drop down Fee List. Use the Fee Type list to narrow the search
Fee Type Fee List
Tours v | | Tour to Glendalough

Select Payment Type

M Add item to Bil

NOTES

33



EPP — Training Notebook

8.4 Step 4 - Select attendee (if relevant)

Payment Accept Payment

Select person relevant to Tour to Glendalough or enter their details below

Firstname Surname Select If not already listed please enter details below
Sean Brady Select Type Please select._. v
Firstname
Surname
Add
NOTES

8.5 Step 5 - Answer questions (if relevant)

Payment Accept Payment

Do you give permission for your child [ves]|
to go on this tour? i

97 characters rem

Continue

Complete the following items for Tour to Glendalough on behalf of Sean Brady to proceed.

NOTES
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8.6 Step 6 - Make any necessary changes (if relevant)

Feename Name Quantity Cost€ Tota€ Nole Owing Owing€ Recurring

Tour to Glendalough Sean Brady 1 25.00 25.00 N 0 N @ Remaove
Feename MName Quantity Cost€ Total€ MNote Owing Owing€ Recurring
Tour to Glendalough Sean Brady 1 25.00 25.00 Yo 0 Mo ancel Remaove

8.7 Step 7 - Pay bill

Use the Pay button to complete the payment

Isrep 3

Total £25.00 Pay Bill

8.8 Step 8 - Select Card Type (if payment is by card)

Payment Accept Payment

7= )

For debit cards, the total processing fe

Canceal Select

Amaount €25.00
Please select payment type Debit Card
Credit Card

For credit cards, the total processing fee will be €0.2

MasterCard.

lﬁﬂ!ﬁ'w%$

e will be €0.25

NOTES
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8.9 Step 9 - Accept organisation’s terms and conditions

— -
Payment Accept Payment Payer - Karen Brady VISA Vef‘lrf;g?y MasterCard

Agree to terms and conditions to proceed

Fee Amount €25.00
Processing Fee €.25
Total Amount €25.25

Accept Terms and Conditions Agree ®Disagree
Accept terms and conditions of Demo Account
Secondary Schools

Canceal Proceed

8.10 Step 10 - Enter Card details

Payment Amount: EUR25.25

Payment Type: = Visa A
Card Number: =
Expiry Date: = | -Maonth- * | | -Year- ¥
CVv: = What's this?
Cardholder Name: =
Pay Now * Mandatory field
V' Norton

Symantec

ABOUT S5L CERTIFICATES

isa @
O

Secure payments by
WORLDNET

NOTES
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8.11 Step 11 — Receipt is electronically emailed to the client

[Printer Friendly Version| Copy of receipt sent to kb{@oox xx

Demo Account Secondary Schools N

Karen Brady
5 vy
bbbbbb

Co. Dublin

Receipt No:243031055
Payment date: 16/05/2014 11:14.20
Payer name:Karan Brady

Fee Name Unit Price€ Quantity Total Paid€
Tour to Glendalough 25.00 1 25.00

Processing fee €0.25

Total amount received €25.25 (Debit Card)

First Name Surname Feename
Sean Brady Tour to Glendalough
Do you give permission for your child to go on this tour? yes

NOTES
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O Request Payment — can be paid by card or cash
Easy Payments Plus can be used to request payments from parents by email and text.
These requests can be paid:

e online by card
e OR by cash at their local payzone retail agent.

STEP 1 — Find the recipient(s) - an individual or class:

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout

Payment Create Payment Request

Payment Request
List

Enter Surname and hit Find to locate an existing name otherwise use Register New Name to ¢ gsi\-?‘ent Requests
en

sumame — Tamd

Use the drop down list(s) below to select a group of names
Class [Please Select ... ][ Select |
Group |Please Select V|| Select |

STEP 2 — Create the payment request to send by email /text:

IPa',rment Create Payment Request Payer - Josephine Kenny

Select the desired item from the drop down list

|Step 1. Select the payment type
Payment
Request
Step 2. Select the fee from the drop down Fee List. Use the Fee Type list to narrow the search.
fFee Type Fee List
= All r After school study - Saturday study v Add item to Bill
fFeename Name Quantity Cost€ Total€ Note
After school study - Saturday study Paul Kenny 1 150.00 150.00 Remove
Attachment Choose File | No file chosen Attach
Message
4
Step 3. Use the Create button to setup and send the payment request Total €150.00 |Create

YOUR NOTES/QUESTIONS
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STEP 3 — The parent receives a link to pay online by card OR they can print the barcode
displayed on their emailed payment request and pay by cash at their local payzone outlet.

Registered address details: 32 The willow tree road Hayden
Family ID:N/A
Mobile: +353-87-1232222

Email: jkenny@»ooc.xx
Dear Josephine Kenny

An amount of €150.00 is now due for payment to Demo Account Secondary Schools
Your reference no. is 249033151

Click Pay Now to pay online using email address jkenny@xxx.xx
Or

Present this at your local Payzone outlet to complete your payment

BARCODE

Item(s)
After school study - 5 days Unit Price €250.00 Charged €150.00 Quantity 1 Total €150.00
Status Unpaid

0

Item Details
Atfter school study - 5 days
Student name Paul Kenny

YOUR NOTES/QUESTIONS
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PLEASE NOTE: You can identify pupils in a class who have not paid for a specific fee
by a certain date and then send these pupils a payment request. See screenshot below:

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout

Payment Create Payment Request

Use the drop down list(s) below to select a group of names
Class 3A v Select

< January 2018 =
- | . ) . . SunMonTueWedThuFri Sat
Select the feename and indictate if you would like to see members who have paid or not paid for the item M1 23 4 56
since the date displayed. The date can be changed here if required. 7 8 9 10 1 1213
14 15 16 17 18 1920
21 22 2324 25 2627
Feename Junior Cert Mocks v | OPaid ®@Not Paid[ Select 2829 30311 23
4 5 67 8 910
Continue
3 Avwhe have not paid for Junier Cert Mecks since 31/01/2018
Use the tick box to select any names that are required and hit Continue Select All
Firstname Surname Address1 Mabile EMail Type Status Allow text Allow Email Select
Robert1 “Brady 5wy +353 8712333333 tonyb@xx.xx Pupil A
Mary Admi De unt +353 871111111 maryadming S General Admin A Admin
Aoife Barry jkl +353 879876543 susan@epp.testing Pupil A
Laura Bowden 4 tnnnnnn +353 871223333 |lbow@epp.test Camp Student A
Sean Brady 5wy +353 871234444 kb@woxx.xx Pupil A
Tom Brophy 234 mmm +353 872222222 hdonovan@epp.test 1st Year A
ﬁdii Elﬁihii ﬂ iEEE et Fw.r o792 927 W 1“ A

YOUR NOTES/QUESTIONS
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10 How to process a refund
You can process a refund with the payer’s receipt number or surname using the All
Payments Report or the Search facility.

e All Payments Report — select the underlined Receipt number or Name ....

Payment Reports All Payments
All Payments received from 16/02/2014 to 16/05/2014
[Print [Export] Show charge details| [Change Sort Order|[ Change Dates |

123
Receipt Name Paid By Fee Name Date/T ime.lp_:ge ;gti.gle Qty Note ggﬂ:nt
c ] 16/05/2014Debit .
249031055 Sean Brady Brenda Kilroy Tour to Glendalough . 2525 1 Credit
L2l Cad

e Search Facility — input the payer’s name or receipt number . ...

Search by receipt number or surname

/==~ Youare logged in as: Brenda Kilroy
CIE Search

Profile Fees Payment Reports Reminders Clients Classes AcceptPayment RequestPayment Help Logout

¢ In both cases the appropriate payment receipt is selected.
e Simply click on the Refund button to the right of the item to be refunded.
¢ Note: If all items on the receipt are to be refunded use Refund Total Payment.

Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Help Logout

Search - brady Select - Sean Brady
Payment details for receipt no. 249031055

B Return|[ Copy of Receipt (Refund Total Payment[Delete Payment]

Pay Fee Fee ProcessingTotal EPP Payment

Receipt N Paid B Fee N Date/Ti Refund
Scep ame iy & Rame ateriime Type Cost€ Charged€ Fee€ Paid€ Charge€ y Status etun
Tour to 16/05/2014 Debit
249031055%ean Brad Brenda Kil 25.00 25.00 25 2525 .00 1 Credit Refund| )
sanBrady  Brenca®loY  glendalough  11:14:20 Card rec! ‘-
Receipt No listno Fee First Name Surname Name Note
249031055 366391  Tour to Glendalough Sean Brady

NOTES

41



EPP — Training Notebook

e Modify the headings below .....
o Refund Amount — the full amount or a partial amount.
o Processing Fee — leave ticked if the processing fee paid is to be included
in the refund.
Refund Type — Select “Card”
Reason — input the reason for the refund.

©)
©)

ard Refund
Organisation Demo Account Secondar
Refund Amount [25.00 |
Processing Fee [ 25
Total Refund 2525
Refund Type ®Card CCredit Note
Reason test reason x|
Process Refund
e The receipt is emailed to the payer.
I[Primer Friendly Version| Copy of receipt sent to kb@poo:xx

Demo Account Secondary Schools

Karen Brady
5 vy
bbbbbb

Co. Dublin

Receipt No:245031056
Payment date: 16/05/2014 11:58:45
Payer name:Karen Brady

Fee Name Unit Price€
Tour to Glendalough 25.00

Total amount received €-25.25 (Refund)

Quantity Total Paid€
1 -25.00

NOTES
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11 Reminders by Email/Text
To send out reminders by email or text, please follow the steps below ...
e Step 1 — Select recipient(s)

Step 1. Select recipient list using supplied lists
Show fee name list by fee type v 0 addresses selected
Fee name list Select .. v Select 0 addresses disallowed
0 addresses in error
Recipient type [Select recipient by type v|[Select |
Recipient by group [Select .. v|[ Select |
Select registered [Select .. v|[Select ]
Enter email address [ [ Add ]
Select email list Browse
NOTES

e Step 2 — Upload an attachment (if required)

Step 2. Browse to locate attachments and Upload

Add attachment and Upload

Browse...

NOTES

e Step 3 - Input the message and SEND.

Step 3. Type message and Send

Subject [Message from Demo Account Secondary Schools

Send

NOTES
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12 Your Client Database

You can add new pupils to your Easy Payments Plus (EPP) database.
You can also view and generate reports from your client database.

12.1 Add new pupils to your database

At the start of each new academic year, you will provide EPP with your student data,
which is then populated to your EPP database.
You can then add new students to this database during the year:
e Click on Clients>Add New Name and register the parent’s details, followed by
the pupil’s details.
e Note: The parent will then receive an email requesting them to activate their Easy
Payments Plus account and enter their own login details (email and password).

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout

Clients Add New Name

Enter details below (* denotes a mandatory field) and click on Register to add the new user.

Type

Fisiname Phone

Sumame * Mobie*

Address Emai
xxx

County/State [Dublin v|

Country reland

WiTick to enable email nofifications
WTTick to enable text notifications

MlAdd additional family members

Then register the pupil’s details:

Clients Add New Name Add Additional Names

Please enter additional family names using the dropdown list All Names Added

Add New Names

Class 1AW v
Firstname
Surname
Date of Birth [08 w][Mar  ~|[2007 w]
|__Cancel | Add
(Allow text Allow Email Firstname Surname Mobile Type
I~ ™ Brenda Test +353 87 0000000 Parent/Guardian

Update Text/Email settings
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12.2 Clients Owing Money

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout
Client Details
Today's Totals Use EPP for...
Cards €0 Christmas Cards
-

This list shows all clients owing money, for example:
e Clients who have received a payment request but have not yet paid.
e Clients from whom you have accepted a part payment and have not yet paid the

owed balance.

Home Profile Fees Payment Reports Reminders Clients Classes Accept Payment RequestPayment Rewards Help Logout
Clients Clients owing money
ist of clients owing money to Demo Account Secondary Schools.
Print Export to Excel| Export to CSV
irstname Surname Address1 Mobile Fee Type DateCoste quantity Owinge Select
Apr
obert1 ‘Brady +363 87 12333333Berlin Trip Payment Request 7 750.00 1 750.00 Select
2015
. £ E Junior Cert Jun PR
obert1 Brady Bv +363 87 12333333) Payment Request 9 9500 1 40.00 Select
L Mock Fees L 2015
School Trif Aug
obert1 ‘Brady 5 wvwy +363 87 12333333t Payment Request 25 50.00 1 50.00 Select
Glendalough 2016
Nav
pst £ q +353 87 8787878 Berlin Tip  Payment Request 10 750.00 1 750.00 Select
2512 99 q +383 87 8767878 3o ¥ poyment Request 1 95.00  Select
After school
ean Abbey Shankill ~+353 86 1234567 study - 3 Cash 1 65.00 Select
days
ean Abbey Shankill ~ +353 86 1234567 Art Supplies Payment Request 1 15.00 Select
a Shanki 353 @6 34567 £oac ay ] 5.00 :
nn Adams x +353 85 2222222 LT el Payment Request 1 100.00 Select
[ o 22 Mock Fees = * ! : :
flary Admin Demo +353 87 111111 Locker Payment Request 3 10.00 1 10.00 Select
= o Account o Charge s ! 251; o o :
Tanr Dec
lary Admin 252;?..11 +353 87 1111111 DDJI};H:? Payment Request 18 _50.00 1 50.00 Select

YOUR NOTES/QUESTIONS
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12.3 Loaded Data

You can view and manage all data that has been loaded to your Easy Payments Plus
database. The next section describes how you can manually activate these loaded

accounts.
Home Profile Fees Payment Reports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout
Client Details
Today's Totals Clients owing Use EPP for...
money

Cards €0

Reward Points
525

Reward Partners

Support - To request support o

support@easypaymentsplus.co

requests and handled in order.

Clients due refunds

Credit Notes

Add New Name

All recent changes are listed bel

Class Report -

Deleted Names

We have introduced a new funci
opposed to a Single Payment. T

s Plus please email
s will be prioritised over phone
'2015.

t more information.

specify fees as a Family Payment, as
i for a Family Payment fee, then the

Christmas Cards
Fundraising Calend:
Musical Tickets

1st Year Deposit
Christmas Staff Par
Maock Exam Fees

Special Offers
—_ H o
| $hopciing

Home Profile

Loaded Accounts: 1
Name
Parent KELLY222

Fees

Payment Reports  Reminders

Type
Parent/Guardian

Clients

Address Line 1
24 TAYLOR HALL

Classes Accept Payment Request Payment
Phone Mobile useremail
+3b63 46  +353 86 9945726

Rewards

Help Logout

Activate via Email

YOUR NOTES/QUESTIONS
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13. Search Facility

This facility allows you to search by surname, receipt number or email for a parent/pupil

and view or maintain all their data and payment history on the one screen.
e Input the surname of either the parent or pupil and Select.

—

)easypaymentsplus.com

You are logged in as: Brenda Kilroy Search by Receipt or Surname or Email

ﬂ berry| Search
I

Select appropriate name from list.

Update TextEmail ssttings

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPayment RequestPayment Rewards Help Logout

Allow text  Allow Email Student ID:  Firstname Surname Address1  Mobile Type Status VSWare
| o 349562 Fiona Berry 678 mmm +353 B7 7777777 Parent/Guardian A 349562  |Select| |Delete

All data relevant to the selected user is displayed in three sections ....

Section 1 — General Details
e Click Add Additional Name to add another family member.
e Click Edit to edit the displayed data.
e Click Delete to delete a user.

Retumn Add Additional Name
Update Text/Email settings

List of Names

glgw’éu;:lﬁrsmame Surname Date of Bith ~ Maobile Email Type

# ¥  Fiona Berry 01/01/1900 +353 87 TTVTITT berry@epp.-test Parent/Guardian
“ ¥ Henry Fallon 01/01/2001 +353 87 7777777 berry@epp test 1st Year

v @ Mark Fallon 01/01/1997 +363 87 TI77777 berry@epp.test Transition Year

Main Status

Y A Edit| |Delete
N A Edit| Delete
N A Edit| |Delete

YOUR NOTES/QUESTIONS
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Section 2 — Fee Details
e Click Edit to change any recorded answers to fees purchased.

Fee Details

Fee Name a1 Q2 Q3 [tem1 ltem2 ltem3

Faris Trip Mark Fallon hgfhgfh fhgfgfh Edit

School Trip to Glendalough Henry Fallon Edit
Mark

Transition Year - ski trip Mark Fallon yes Henry Edit
Fallan

\/oluntary Contribution - Family Fiona Berry Edit

NOTES

Section 3 — Address Details
o Edit address details and click Update Detail

Address Details

Address 678 mmm
mm
mm Status AT
County Co_ Dublin r
Display merge list Update Detail

NOTES
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Section 4 — Payment Details

e Select a receipt to view further details of the payment (see screenshot below)....

List of Payments

Receipt Name Paid By Fee Mame Date/Time

249031050 Mark Fallon Mary Admin Paris Trip 17/ 922014
I Iy

249031049Mark Fallon Mary Admin Paris Trip 1+ 02014

School Tripto 15/05/2014

249031048Henry FallonMary Admin Glendalough  11:03-50

Voluntary e
249031047 Fiona Derry Fiona Berry Contribution - }gggggm
Family o
Annie Musical ;o n0y,
24903104 7Fiona Berry Fiona Berry - Concert }Eg;ggu
Ticksts
; Transition Year15/05/2014
243031047 Mark Fallon Fiona Berry ski trip 10-52-23

Pay
Type
Cash

Debit
Card

Cash

Debit
Card

Debit
Card

Debit
Card

Fee Fee ProcessingTotal

CostE€  Charged€ Fee€
100.00 100.00 .00

600.00 500.00 150

50.00 5000 00

400.00 400.00 75

10,00 10.00 75

1.200.001,200.00 00

100.00

EPP
Paid€ Charge

00

501.50 1.25

50.00

400.75

50.75

00

00

63

63

00

c Qty  Mote
1 249031049

1 249031050

1

o

Payment
Status

Credit
Paid

Credit

Credit

Credit

Select
Select
Select

Select

Select

Select

RecurringSelect

e This screen enables you to:
o Refund the payer

o View and Email a Copy of Receipt

Search - berry Select - Fiona Berry

Payment details for receipt no. 249031048

Return|| Copy of Receipt | Refund Total Payment |Delete Payment

. . : Pay Fee Fee ProcessingTotal EPP Payment
Ri N Paid B Fee N Date/Ti Refund
eceipt ame — =e fame aertime Type Cost€ Charged€ Fee€ FPaid€ Charge€ Status sn

School Tripto 15/05/2014 - - ,

249031048 Henry Fallon  Mary Admin _ Cash 50.00 50.00 00 50.00 .00 1 Credit Refund
Glendalough 11:03:50

Receipt Mo listno Fee First Mame Surname Mame Note

249031048 365926  School Trip to Glendalough Henry Fallon Edit Mote

NOTES
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14 Account Activation

When a new parent is added to your Easy Payments Plus database, This section describes
the simple steps involved in parents activating their account. It also outlines how school
administrators can manage and support any activation issues that may arise.

14.1 How does a parent activate their account?

1. Go to the school’s website.
2. Click on Activate button.

r SECONDARY SCHOOL

If you have not activated your accoury, please f§

Return Login

(S Easy Payments Plus View Bill Value of bill so far - &P Pay Bill & L‘”SA VisA,

 TestMode

Search for an item... B Al -

N

p

D
>
w

item Description Cost€ Quantity
After school study - 3 et scnoai stuay fee for 3 days a week 185.00 1

days

After school study -4 ner senoon stuay fee for 4 days a week 196.00 1

days

3. Input mobile number and surname (as per the school’s records).

Please enter your mobile phone number and Surname below.
An activation code will be sent to your mobile phone.

Please use this code on the next screen to activate your account.

Mobile Number
Surname

Request Account Activation

4. Easy Payments Plus will try to match the above data against the school’s EPP
database. If a match is successful, then the parent will be texted a code to their

mobile phone.
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5. The user then completes their account activation by inputting the data on the
screen below:

IMobile Mumber
0872856450

E-tdail Address

Activation Code

MNew Password

Retype New Password

Tick if you want to receive text notifications from Demo Account Secondary
Schools

Tick if you want to receive email notifications from Demo Account Secondary
Schools

Select if you want to receive news and offers from Easy Payments Plus

Activate Account
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14.2 How can an administrator manage support calls regarding
account activation?

If a school receives a query from a parent regarding difficulty in activation their EPP
account, please follow the steps below:

1. SEARCH for the parent’s surname using the Search facility.

Search by receipt number or surname
[Tesd %] [Bearch

You are logged in as: Brenda Kilroy

B
?%T Contact support: support@easypaymentsplus.com

Home Profile Fees PaymentReports Reminders Clients Classes AcceptPay q Pay R Help  Logout

|Search - test Select - Aine Test

2. Check the mobile number and surname recorded on the system.
3. Confirm these exactly match what the parent is inputting during their activation.
4. Check the account has a status of L (for Loaded).

Home Profile Fees Payment Reports Reminders Clients = Classes = Accept Payment | Request Payment = Rewards

Help = Logout

Search -test Select - Aine Test
Edit the details below or use the Add Additional Name button to add more names to this account.

|Retum| | Add Additional Name

Update Text/Email settings

List of Names

AHDWAHO"‘."Firslname urname Date of Birth chile Email Type Main Status
text Email

¢ W Aine Test +353 87 2856490 2nd Year Y L

¥ i Brenda Test +353 87 2856490 Parent/Guardian X L

Address Details

Address 67m

mm_ |
f | status Update Detail

County | Co. Dublin v gon Email address - > Update Email

Created: 27/01/2015 143819 Ghanged: 08/12/2015
Display merge list
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14.3 How can an administrator manually activate an EPP

account?

Follow the simple steps below to manually activate a parent’s EPP account:
1. Click on Clients=>Pre-Loaded Names

Home ' Profile Fees Payment Reports Reminders | Clients = Classes = Accept Payment Request Payment Rewards Help Logout

Loaded Accounts: 3
Name Type Address Line 1 Phone IMobile useremail :
Parent KELLY Parent/Guardian 24 TAYLOR HALL +363 46  +353 86 2075890 |Activate via Email
Brenda Test Parent/Guardian 67m +353 +353 87 2856490 A il

2. Alist of all Loaded (not yet activated) parents is displayed in alphabetical order.
3. Click on Activate via Email to the right of the selected parent.
4. Input the relevant email address and click on Activate.

Home | Profile = Fees = Payment Reports Reminders = Clients | Classes = Accept Payment = Request Payment Rewards @Help Leogout

EEnter and email address and click Activate. An email will be sent containing a password and the account will be changed to Active

gName Address Email

|Cancel|

Parent KELLY 24 TAYLOR HALL parentkelly@epptes | [Activale]

5. An email will be sent to this parent’s email address requesting them to set their
password. They can then simply then login with this email address and password.
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