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Chapter 15
Report Introduction

Nexion reports are generated by specifying required criteria such as the date range and can be further narrowed
using optional criteria.

Report Types

Nexion provides you with 4 reports:

Submission Report — Balance to debtor/practice management system
Bank Reconciliation Report —  Balance to bank accounts

Pre - Authorization Report

Cash Deposit Detail Report

oo

A: Submission Report:

This report allows you to view transactions submitted to NEXION for a date (or within a date range) selected. The
submission report is used to reconcile daily receipts to your debtor/practice management system as well as to
determine the status on specific transactions. Please note that all cash & cheque transactions will remain pending
until a cash deposit has been done (see chapter — pg — on cash deposit function).

Uses:
- Reconcile & Balance debtor/practice management system
- Identify Transaction Status
- Identify processed stop order transactions
- Post transactions to Practice Management System for standalone clients

B: Bank Reconciliation Report

This report allows you to view transactions deposited into your nominated account for the date (or within the date
range) selected.

The cash report is used to obtain transaction level detail on your bank account statement. This will make
reconciliation of Nexion deposits much easier. Historical cash flow or future cash flow can also be monitored using
this report.

Uses:
- Reconcile Nexion Deposits to your Bank account
- Reconcile Daily Cash-up & Deposits to your Bank Account
- Reconcile EFT deposits
- Reconcile Bulk Medical Aid deposits

C: Pre — Authorization Report

This report allows you to view all pre — authorizations obtained up to 10 days prior. Note that once a payment has
been processed against a pre — authorization it will no longer reflect on your report.

D: Cash Deposit Detail Report
This report is provided to you every time you use the Cash Deposit Function and provides a summary of all the cash

& cheque transactions deposited. Statuses of these transactions will change from pending to paid and the expected
date of these transactions will change to the date of the last deposit (see chapter — pg — on cash deposit function).
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Report Search Criteria screen

F—
Search critena

i —

Report Type: | Submission b | Member Ref:

Date from: 03 May 2011 E*  Transaction Ref:

Dateto: 03May2011  [G Nesion Haf
Tran Categorny: |-'°'-|| V] Fomat: lnuneditable v|
Tomtype: |Al - | Status: [ Al -
Licensee: [ALL vl

| Cancel [ Summary Cnly Generate |

Required fields

In order to generate a report the required information must be specified (required fields must be selected).
If nothing is selected, it will default to a Submission report with the current date and all transaction categories and

types.

There are 5 main requirement fields:

Report Type - “Submission” , “Bank Reconciliation” or "Pre Auth report

Date Range - “from” & “to”

Transaction Category — There are 5 transaction categories

Report Type - “Submission”, “Bank Reconciliation” or "Pre Auth report

Transaction Type - There are different transaction types, each pertaining to the relevant transaction

category selected

agrwONPE

Optional fields
To narrow the search even further by specifying optional data below:

Member Reference — to select a specific debtor number within a date range
Transaction Reference — to select a specific name within a date range
Nexion Reference — to select a specific receipt within a date range

Formatting fields
To select the desired type of report use the following selection:

Editable or Non — Editable Versions — To view either an Editable or Non-Editable report
Summary Only — To view only the summary detail tab
Status — To select All, Pending, Failed or Paid
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Required Fields

Optional Fields

Report Type: | Submission

z)

Member Ref: <

03 May 2011 Elv  Transaction Ref: <

03May 2011  [@~ Nexion Ref <

|F~.H v] Format: [nuned.itable v]

| All - I Status: [All - ]

AL v
Cancel 7] Summary Only

L
A

= -
Search criteria
1
2 Diate from:
Diate tao:
3 .
T Categony:
4 T type:
5 Licensee:
.

Transaction Categories and Types
There are 5 transaction categories:

Formatting Fields

1. All — To select all transaction categories
2. Cash - Cash and cheque transactions only
3. Bank - E.F.T and Medical Aid only
4. Card - Card transactions only
5. Stop Orders — Stop Orders only
g - S|
S h criteri
seachntenn # SIS —
Report Type: |5ubmissiar1 'I Member Fef:
Date from: 28 Jan 2011 )" Transaction Ref:
Dateto: 28Jan 2011  [@+ Nesdon Ref:
T Category: (Al = Format: [nnned.‘rtable ‘I
T type; Cash Status: [.H.II vl
Banic
Card
Licensee: IStUF' Order v]
Cancel 7] Summany Cnly
b

* Note that when selecting “All” from the “Trxn Cat egory” drop down list, the transaction type will
automatically default to “All” transaction types.

Version 3.5
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When selecting a specific transaction category only a transaction type pertaining to the category will be available for
selection from the Trxn type drop down.

= = =
parheics RO S e

Report Type: |5ubmjs;ian "I Member Fef:

Date from: 28 Jan 2011 Bl Transaction Ref:

Dateto: 28 Jan 2011 @~ Nesion Ref-
Trn Category:  pAll x. Fomnat: [noned;ttable v]
Tontype: ~oop Status: [Alj v]
Bank
Card
licenses: IStUD Order v]
Cancel "1 Summary Only Generate

If the following Transaction Category is selected, the following transaction type can be selected:

All — To select all transaction type

Cash — Cash & Cheques

Bank — EFT & Medical Aid

Card — Master Card, Visa, Debit Cards, American Express, Diners Club
Stop Orders - Stop Orders Only

earch criteria
- - p—
Report Type: |5ubmjs_s.ian 'I Member Fef:
Date from: 03 May 2011 [E]*  Transaction Ref:
Dateto: 03 HEI}’ 2011 E" Mexion Ref:
T Categgﬁr: ICHS*] v] Fomat: [none:ittable v]
Trn fype; Eﬂﬂ v] Status: [.Pa.lj v]
All
Cash I
P Cheque | -
Cancel [T Summany Cnly Zenerate
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Generating Reports

1. From the Nexion “Main Menu” select “Generate Reports”

.

r = Bl
*g Standalone: 3.5.0.3 [E=REEE
File Tasks Settings
Menu Options

nexion

Paymant Soliutions L
|
|
|
|
|

Process Standalone Transaction J

Generate Reports

Register Stop Order Party

Deposit Cash & Cheque

|
|
|
|

Process Refund

2. Select “Report Type” - Submission or Bank Reconciliation or Pre - Auth

Search criteria

Report Type: ISubmjs;ian

¥ I Member Ref:

Date from: 05 May 2011

Bl Transaction Ref:

Dateto: 05 Ha}r 2011 [E Nexion Riaf:

T Categony: IAH V] Format: [noned.itab.le v]
Trn fype: IAII v] Status: [AIJ v]
Licenzee: [ALL v]

Cancel ] Summary Only Generate

Copyright | Nexion SA (Pty) Ltd



User Manual — Nexion Payment Solutions Nexion Call Centre 0861 639466 Version 3.5

3. Select “Date from” for report

Search criteria

Report Type: |5ubmjssian "I Member Ref:

» Date from: 03 May 2011 [g'] Transaction Fef;

Dateto: | ¢ May 2011 b

Sun Mon Tue Wed Thu Fn 5at
T Category: 24 25 26 327 2/ ¥ 20 neditable v]
Tran type: 1 K 3 4 ¥ 7 i v]

8 g W 11 12 13 14
I5 16 17 18 19 20 A
licensee- 2 B M B 2 A M = l
2 30 3 1 2 3 4

[ Today: 2011,/05/05

4. Select “Date To” for report

earch criteria
= i

Report Type: |5ubmjss.ian 'I Member Fef:

Date from: 05 May 2011 [E1¥  Transaction Ref:

> Dateto: 05May 2011 [x]  exion Ref

T Categgﬁr: 1 ME}" 2011 4 neditable 7]
Sun Mon Tue Wed Thu Fri  5at

Ti : -

POOPE | 4 25 26 27 28 29 3 B )

1 2 3 4 6 7

eensee- | B 9 10 11 12013 14 =
15 16 17 18 19 20 21

2 23 24 B 26 27 MW

Today: 2011,/05/05

Please Note
If you leave the date field blank and select “OK” the report will default to today’s date
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5. Select the “Transaction Category” to appear on report

E_ .1.
Searchcriter | gy gy

Report Type: | Submissien | Member Ref:

Date from: 28 Jan 2011 E*  Transaction Ref:

Date to: 23 Jan i{”--l DT Mexdion Ref:
e W
T type:; Cazh | Status: [Alj v]
Banik
Card
Licenses: IStUF' Order ,]

[ Summary Only Generate

6. Select the “Transaction Type” to appear on report

Search criteria

Report Type: | Submission v MemberFef:

Date from: 03 May 2011 Bl Transaction Ref:

Dateto: 03 May 2011 [ g Mexion Ref:
Toen Category: [Cash V] Format: [mﬂﬂdﬁﬂbl& ’]
» T type: iﬂ vv.i Status: [.PI.IJ V]
All
Cash I

Licenses: Eﬁ_l r]
] Summary Only Generate
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7. Select a specific Licensee or All if there are multiple Licensees in a group

| o P - |

|
Report Type: ISL.I:bm.ISSlOﬁ "I Member Fef:
Date from: 05 May 2011 Bl Transaction Ref:
Diate to: 135_’;13}’ 2011 |j" Mexion Ref:
T Categony: IM V] Format: [mr;editable r]
T type: IAIJ v] Status: [AIJ v]
licensee: ‘ﬁi ‘i <
Cevelopment
Drs L Botha & Du Toit

8. Select “Generate” to create your reports

[erch crteria - |

| S e

Report Type: ISLbrmssm 'I Member Fef:

Date from: 05 May 2011 [E1¥  Transaction Ref:

[iate ta: ﬁEIMa}rE*IfIH_ [El- bicican R
Toen Category: | Al ~] Fomnat: |nonediable -
T type: I.Pul] v] Status: [,Pq.lj v]
Licenzee: [ALL ,]

A

[T Summany Cnly Generate
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Please Note

Mo data

Selecting <OK> returns the user to the search criteria screen

9. An Excel spread sheet report will be displayed on your screen.

iy Microsoft Excel Viewer - SummaryOfSummeries_1_20110506787057

[ File Edit View Window Help

A | B | g |

| E

| F I G H 1 1 K

hhexion

__:_ Favmant totuiions Ny '

: For
Date Range

Tab

Submission
Development

From : 2011-05-06
To : 2011-05-06
Summary

11 Tab |

5

T

12 Cash
13 |cash

Cash
Cheque

16 |cash 4

18 This reportis  Non- Edable ( Legal )
eport Filename SummaryOfSummeries 1 2010506787057 xis

Phane D35 T-HEXION for support b/ nexion co.z3-
Date 20110506

o N!\_Develownl.{‘ Summary of summearies ,f

Ready

m

Time 12:10:18

]

NUM
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Generating a report using Optional Fields

To further filter/narrow a specific transaction the following can be done:

Version 3.5

1. Select Member Ref for a specific member’s file number or a specific member’s transaction during the

selected date range.

Search criteria

Report Type: | Submission

"] Member Ref: || Smith|

A

Date from: 06 May 2011

Bl Transaction Ref:

Dateto: DEMay2011  [J+ Nesdion Faf:

Tren Categony: |F'-H V] Format: [nuned.itable v]
Tra type: |NI v] Status: [All v]
Llicensee: [ALL vl

Cancel 7] Summary Only

2. Select Transaction Ref for a specific member/patient or a specific member/patient transaction during the

selected date range.

r— —
Search criteria
Report Type: | Submission 'I Member Ref: .Jém'rth
Date from: 06 May 2011 [El*  Transaction Ref: DEB 01820 <
Dateto: 06May2011  [Gv Nicasar Fied
T Ciiciney: |_n.||4 v] Fomnat: [nnned.’rtable "I
Tren type: |_q]| v] Status: [AII 'l
Licensee: [ALL vl
Cancel [ Summary Only
e
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3. Select Nexion Ref for a specific receipt or proof of payment.

earch criteria
s i ra——
Report Type: ISubmjsgsian "I Member Ref: J Smith
Date from: 06 May 2011 El*  Transaction Ref: DEB 01820
Dateto: 06 May 2011 @~ Mexion Ref: | 372243
Tren Category: [AH '] Format: [noned;vtable ']
Tra type: IAII v] Status: [AIJ v]
licerses: [ALL vl
Cancel ] Summary Only Generate

4. Select Generate, to generate a report.

earch criteria
L . N
Report Type: ISubmjs_sian 'I Member Fef: J Smith
Date from: 06 May 2011 [E]*  Transaction Ref: DEE 01820
Date to: U'EMEI}’ 2011 ]jv Mexion Fef: (372243
Tren Categony: IA" '] Fomat: [mned;ctable vl
Trn fype; IHI v] Status: [.Pa.lj v]
Llicenses: [ALL ']
Cancel [T Summany Cnly Zenerate |«
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5. An Excel spread sheet report will be displayed on your screen

@; Microsoft Excel Viewer - SummanyOfSummeries_1_20110506787057 = P9

[ File Edit View Window Help
A B © D E | G | H | 1 | 1 | K | L =

,1 =

| | Submission

3 A - |For Development

“Nexion Date Range g]“'_“zbﬁ_l&ggé% Cash flow management. Solved.

=] ) ‘ Summary

2]

9

T

10 [ | | Paid
11 Tab Payment Type [ Q1Y | Tren Amount | [ Hett Amount | Trxm Amount Fees Nett Amount Amount Fees Hett Amount
12 [cash Cash 3 615 0.00 6.15 615 0.00 615 0.00 0.00 0.00
13 |Cash Cheque 1 1.00 0.00 1.00 1.00 0.00 1.00 0.00 0.00 0.00
(3| 7.15 0.00 7.15 7.15 0.00 7.15 0.00 0.00 0.00
15
16 |Cash 4 715 0.00 7.15 715 0.00 715 0.00 0.00 0.00
17
18 [This reportis  Non- Editable  Legal } Phone 0881-HEXION for support http://www.nexion.co.za
19 |Report Fiename SummaryOfSummeries_1_20110S06787057 xis Date 2011 0505 Time 12:10:18

4 4 » »\ Development / Summary of summaries /
Ready

Generating a report using Formatting fields
Nexion provides 2 types of reports: Non-Editable or Editable

1. Select the format of the report either Non — Editable or Editable
Non-Editable reports created by Nexion cannot be altered and can only be read on a computer that has a

Nexion licence or a Reporting licence.

Editable reports are changeable and can be amended to suit the user.

(i

= = .
Search criteria
Report Type: | Submission »|  MemberRef. J Smith
Date from: 06 May 2011 [E* | Transsction Bef: DEB 01820
Dateto: 06 May 2011 .E,lv Nexion Fief: | 337221
Tren Category: |F'-" 'I Format: |noneditable v
Trxl'l t'.l’ﬂ|33 | -PI-" i I Status: edable |
Licensee: [ALL v]
| Cancel 7] Summary Only
.
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2. Select Summary Only to view a summary of transactions processed during the selected date range.

Search criteria

Report Type: | Submission

v|  MemberRef: J Smith

Date from: 06 May 2011

Bl Transaction Ref: DEE 01820

[iate to: ﬂ-EMa:.rEHH 'Ij,lv Nisian Ref- 1337227
Tr Categony: IFI-" V] Format: [none:ﬁtable v]
Trn fype: IAII v] Status: [AIJ v]
Licenzee: [ALL v]
Cancel Generate

3. Select Generate, to generate a report

Search criteria

Report Type: | Submission

v|  MemberRef: J Smith

Date from: 06 May 2011

Bl Transaction Ref: DEE 01820

Diate tao: ﬂ-EMa:.rEHH 'Ij,lv Nisian Ref- 1337227
Tr Categony: IFI-" V] Format: [none:ﬁtable v]
Trn fype: IAII v] Status: [AIJ v]
Licenzee: [ALL v]
Cancel ¥] : Summary Only: Generate |«
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4. An Excel spread sheet report will be displayed on your screen

Version 3.5

i} Microsoft Excel Viewer - SummaryOfSummeries_1_20110509072128 = B
[ File Edit View Window Help
6 D E F G H 3 K E =
| ' Submission
For Development
Date Range From :2011-05-06
T BO19.05.06 Cash flow management. Solved.
Tab Summary
Totals | Pending Paid |
A Tab | Payment Type | ary | Trxn Amount | Fees | WettAmount | Trxn Amount | Fees | WettAmount |  Amount | Fees | mett Amount
12 [card Master Card 1 2,000.00 22.80 1,977.20 0.00 0.00 0.00 2,000.00 22.80 1,977.20
13 |cash Cash 3 6.15 0.00 6.15 6.15 0.00 6.15 0.00 0.00 0.00
14 cash Cheque 1 1.00 0.00 1.00 1.00 0.00 1.00 0.00 0.00 0.00
15 2,007.15 22.80 1,984.35 715 0.00 715 2.000.00 22.80 1,977.20
16
17 |card 1 2,000.00 22.80 1,977.20 0.00 0.00 0.00 2,000.00 2280 1977.20 |
18 |cash | 4| 7.45, 0.00 7.45, 7.45, 0.00 7.5, 0.00/ 0.00 00 |T
19
20 Thisreportis  Non- Editable ( Legal ) Phone 0861-NEXION for support hitp:/fww . nexion.co.za
21 Report Filename SummaryOfSummeries_1_20110509072 128 xls Date 20110509 Time 10:25:10
2
Px)
24
25
26
21
28
29
30
31
32
33
34
35
36
37
38 A | W =z
4 4 » |, Development / Summary of summaries < . L3
Ready UM
Report Page Layout
All reports have a similar layout which consists of; Header, Data, and Footer:
1. Header — The header on each report gives you the Report Info Criteria
B} Microsoft Excel Viewer - SummaryOfSummeries_1 20110509072128 =
|87 File Edit View Window Help
A B I c D E I E G H I | J K I L
| Submission
A For Development Header
mex<xion BaksRanges St 2t 510 Cash flow management. Solved. —
| Paymon: satutions —_

To:2011-05-06
| Summary

N

Tab

w@loaf~1| o [0 |8 [ [ra
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2. Data — The data is the information of the transactions done

10 [ Totals | Pending | Paid |

1 Tab Payment Type ary | Trn Amount | Fees [ WettAmount | Trxn Amount | Fees [ mettAmount | Amount | Fees | NettAmount |

12 [card Master Card 1 2,000.00 22.80 1977.20 0.00 0.00 0.00 2,000.00 280 1,977.20

13 |cash Cash 3 645 0.00 645 6.45 0.00 645 0.00 0.00 0.00 Data
14 |cash Cheque 1 100 0.00 1.00 1.00 0.00 100 0.00 0.00 0.00

15 2,007.15 22.80 1,984.35 7.15 0.00 7.15 2,000.00 22.80 1,977.20

16

17 |card 1 2,000.00 22.80 1977.20 0.00 0.00 0.00 2,000.00 280 187720

18 |cash 4 7.5 0.00 7.5 7.45 0.00 7.5 0.00 0.00 0.00

19

3. Footer — The footer describes the report type, the filename, date, time, Nexion

Helpdesk number as well as Nexion webpage address.
Footer

20 [This report s Non- Edttable ( Legal ) Phone 0861-NEXION for support hitp://w ww.nexion.co.za <
21 |Report Filename SummaryOfSummeries_1_20110508072128.xls. Date 2011 05 09 Time 10:25:10

Transaction types and summary are displayed in sepa  rate Tabs at the bottom of the screen

E,, Microsoft Excel Viewer - NX_110506_110506_Submi_Development 20110509482222 = x4
|8"| File Edit View Window Help
A B c D E i G H | J K lSes

| Submission
A For Development
n e X - O n Date Range From - 2011-05-06

To:2011-05-06
v Tab Summary

Cash flow management. Solved

[ Totals [ Pending [ Paid
Tab | Payment Type aty | Tran Amount | Fees [ mett Amount | Trxn Amount | Fees [ WettAmount |  Amount | Fees [ mett Amou
[cara Master Card 1 2,000.00 2280 1,977.20 0.00 0.00 0.00 2,000.00 2280 1,97
|cash Cash 3 6.5 0.00 6.5 6.15 0.00 6.15 0.00 0.00 |
4 |cash Cheque 1 1.00 0.00 1.00 1.00 2.00 1.00 0.00 0.00 |
15 2,007.15 22.80 1,984.35 7.15 0.00 715 2,000.00 22.80 1,971

2322 s~ |n|slwn|=

17 |card 1 2,000.00 22.30 4,977.20 0.00 0.00 0.00 2,000.00 22.30 1,97
18 |Cash 4 745 0.00, 745 745 0.00, 745 0.00. 0.00, [

20 [This reportis  Mon- Editable { Legal ) Phone 0861-NEXION for SUpPOTt hHtp:i/vew w.nexion.co.za
21 |Report Filzname NX_110506_110506_Submi_Development 20110509482222 xis. Date 20110508 Time 17:18:07

38| ]
st s P’ Summary  Card [ Cash / |« i |

Ready UM

Each type of payment received will reflect on its very own type of tab

» M|\ Summary  ACB / Bank / Card / Cash / Refund /

A B ¢ D E F G

A. Summary — The report automatically opens on the summary tab giving you an overview of all transactions
processed during the selected date range.

B. Debit Orders — This tab allows you to view all debit/stop orders processed during the selected date range.

C. Bank — This tab allows you to view all EFT and Medical Aid transactions processed during the selected date
range.
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Individual Licensee Report

Summary Tab

The Summary Tab provides totals by Payment Type and Status

Nexion Call Centre 0861 639466

Vers

ion 3.5

Card — This tab allows you to view all card transactions processed during the selected date range.

Cash — This tab allows you to view all cash and cheque payments processed during the selected date range.
Refund — This tab allows you to view all refunded transactions during the selected date range.
. Failed — This tab allows you to view all failed transactions during the selected date range.

B c D E F G H

Submission Report

2
3 A For Drs L Botha Keys Pelimkakais,Du Toit
s Date
Nexion Range  From:2008.10-14

4

5 | Payment Sotutions To:2009-10-21
B Tab Summary

7

8

Cash flow management. Solved.

10 Totals T Pending T Paid

1 Tab Payment Type ary [ Tran Amount | Fees [ _mett Amount | Trxn Amount | Fees [ Hett Amount | Trxn Amount | Fees [ nett Amount |

12 [Bank EFT 2 1230.00 0.00 123000 0.00 0.00 0.00 123000 0.00 1230.00

13 |Bank Medical Aid 1 40.00 0.00 40.00 0.00 0.00 0.00 40.00 0.00 40.00

14 |cards Amex 1 400.00 3.22 396.78 0.00 0.00 0.00 400.00 3.22 396.78

15 | Cards Debit Cards 4 12 920.00 455.54 12 46446 0.00 0.00 0.00 12920.00 455.54 12 46446

16 | Cards Diners 1 500.00 3.92 496.08 0.00 0.00 0.00 500.00 3.92 496.08

1. ———P 17 cads Master Card 3 2500.00 106.60 249340 0.00 0.00 0.00 2600.00 106,60 249340

18 | Cards Visa 1 200.00 10.83 18947 0.00 0.00 0.00 200.00 10.83 18947

19 | Cash Cash 3 4110.00 0.00 4110.00 0.00 0.00 0.00 4110.00 0.00 4110.00

20 |cash Cheaue 1 20.00 0.00 20.00 0.00 0.00 0.00 2000 0.00 20.00

21 |Debit Orders  ACB 4 11500.00 86.07 1141393 11500.00 86.07 1141393 0.00 0.00 0.00

22 —P 33 520.00 6566.18 32853.82 11500 86.07 11413.93 22020 580.11 21439.89

23

v v v v v v

24 |Bank 3 1,270.00 0.00 1,270.00 0.00 0.00 0.00 1,270.00 0.00 1,270.00

25 |Cards & 10 16,620.00" 58011 16,0959 0.00" 000" 0.00 16,620.00" 580.14 16,039.59

26 |cash i 4 4130007 0.00 413000 0.00” 0.00” 0.00 a13000" 0.00 4,430.00
2. ——P 27 DebitOrders P —P 4 11,500.00" 26.07 11,413.93 11,500.00" 86.07 11413937 000 0.00 2.00

28 |Failed " 2" 0.00” 228" 22" 000" 000" 000" 000" 0.00 0.00

29

30 Thisreportis  Mon- Editable ( Legal ) Phone 0861-NEXION for sup hitp:/iwww .nexjpn.co.za

31 Report Fllename NX_091014_081021_Submi_Drs L Botha,Kelys Pelifnkakais,Du Tot_20091021140239_E MO Date 2009 10 21 Time 14:02:38

32|

3

M

5

W4 » v Bank _ Cards _ Cash . Debft Orders - Faled P ! m

Ready

NogpwhRE

Transaction Summary — Subtotals by transaction type and status
Tab Total Summary — Subtotals by tab and status

Totals — Totals

Qty — The number of transactions

Total Amount — Pending + Paid

Pending — Processed not paid

Paid — Transactions paid
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Transaction Category Detail Tabs

All Transaction Detail Tabs have a similar layout as demonstrated in the “Card Tab” example below.

A B c D E, E G H J K L
1 1
2 T Submission Report
3 A For Drs L Botha,Keys, Pelimkakais, Du Toit
-

rNnexion e A s Cash flow management. Solved.

Payman: Saeiutions 0: - . _—
i v Tab Cards
i
8
9

— 10 Total Transactions :10 Totals

Payment Response ted
11 Status ‘ Card No or Member Name | Code MemberRef b i | Trxn Date | Date TrxnType | Trxn Amount Fees Hett Amount
12 |Paid 770554 (N BANKER <4788 Amex crd 18/10/2009 21102008 AmexiDiners 400.00 3.22 396,78
13 paid 007tz 27 ‘o0 BANKER 4764= 000001 "9 14/10/2009  19/10/2009  Debit Cards 1400.00 51.30 134870

r Test the Member reference ficki Test the size of the Transaction
and ses if reports displays the  reference field and check
14 | Paid [ i 0027 00 BANKER <4775=  full captured data reports 15/10/2009  19/10/2008  Debit Cards 10 000.00 34542 965458
15 paid 6007027 ‘oo BANKER €4783=  djc tat 15/10/2009  19/0/2009  Debit Cards 1220.00 4514 117485
16 |paid B0 swemsmemeen 0027 oo BANKER <4787> Dt Crd Savings crd 18/10/2008  21/10/2008  Debit Cards 300.00 13.68 286.32
17 | Paid 36603322 ‘oo BANKER <4798=  Diners crd 19/10/2009 210102008 AmexDiners 500.00 3.92 496.08
18 | Paid Sp3{sssyay ‘o0 BANKER <4785= 000001 "o 14/10/2008  19A10i2008  Master Card 500.00 2195 478.05
19 | Paid o BANKER <4783> | card mc tsts 16/10/2009  20/10/2008  Master Card 2000.00 7752 192248
20 | paid ‘o0 BANKER <4705= e crd 19/10/2009  21/10/2008  Haster Card 100.00 743 9287
21 |paid () BANKER <4788~ Visa crd 19110/2008 2102008 Visa 200.00 10.83 189.17
2| A A A A A A A 16 620.00 580.11 16 039.89 — |
23 Pending i 000 0.007 0.00
24 Tota|paid: 16,620.00" 580.11 16,039.88 —|
25
26
21
28
29
30
H
32
33
34
M4+ | Bank | Cards < Cash .- Debit Orders .- Falled | Summary .~ %3 4 o ! I
2. 3. 4, 5. 6. 7. 8. 9. 10.«-

Total transactions — Number of transactions

Payment status — The status of the payment type

Nexion Ref — The receipt number

Member Ref — The file number of the patient/client

Transaction Ref — The patient/clients name — integrated users will see numbers

Trxn Date — The date transaction was processed

Expected Date — The date on which the funds will be paid in to your nominated bank account
Trxn Type — The type of payment made e.g... debit, master, visa, diners....... etc

. Totals Amount — Transaction amount and fee

10. Tab summary by status — Gives the totals of the specific tab you are viewing

1.
2.
3.
4.,
5.
6.
7.
8.
9
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When “All” is selected, in addition to an individual report you will also get a summary report.
The summary report will display the summary tabs for the individual report
A B e D E F G H J K L
i1
2 T Submission Report
3 For Drs L Botha Keys,Pelimkakais,Du Toit
- Date
sNexion Range  From200010-14 Cash flow management. Solved.
5 | Paymont Sotutions To:2009-10-21 -
6 Tab Summary
i 4
8|
9
10 Totals T Pending T Paid
11 Tab Payment Type ary | Tren Amount | Fees [ mett Amount | Trxn Amount | Fees | MNettAmount | Trxn Amount | fees | HettAmount |
12 [Bank EFT 2 1230.00 0.00 123000 0.00 0.00 0.00 1230.00 0.00 123000
13 |Bank Medical Aid 1 40.00 0.00 40.00 0.00 0.00 0.00 40.00 0.00 10.00
14 | cards Amex 1 400.00 322 396.78 0.00 0.00 0.00 400.00 322 396.78
1 —— 16 [carss Debi Cards 4 12 920.00 456.54 12 46445 0.00 0.00 0.00 12920.00 456,54 12 46446
' 16 | cards Diners 1 500.00 3.92 1496.08 0.00 0.00 0.00 500.00 3.92 496.08
17 | cards Master Card 3 2800.00 106.60 2493.40 0.00 0.00 0.00 2600.00 106.60 249340
18 | cards Visa 1 200.00 10.63 18917 0.00 0.00 0.00 200.00 10.83 18947
19 | cash Cash 3 4110.00 0.00 4110.00 0.00 0.00 0.00 4110.00 0.00 4110.00
20 |cash Cheque 1 20.00 0.00 20.00 0.00 0.00 0.00 20.00 0.00 20.00
21 Debit Orders  ACH 4 11500.00 86.07 1141393 11500.00 86.07 1141383 0.00 0.00 0.00
22| —> 33 520.00 666.18 32853.82 11500 86.07 11413.93 22020 580.11 21439.89
23
24 | Bank & 3 1,270.00" 0.00 1,270.00" 0.00" 0.00 0.00 1,270.00" 0.00 1,270.00
25 |cards r 10 16,620.00" 66011 16,039.89 " 0.00" 0.00 0.00 16,620.00" £80.11 16,039.59
p 26 Cash i a 4130007 0.00 413000 0.00" 0.00 0.00 a13000" 0.00 4,130.00
2. 27 | Debit Orders r 4 11,500.00" 8607 11,413.93 11,500.00" 86.07 11,413.93 " 000" 0.00” 0.00
2§ |Failed i 2" 000" 228" 228" eo0” 0.00 000" 000" 000" 0.00
29 A
30 This reportis  Non- Editable { Lagal } Phone 0861-HEXION for support htp /f nexion co.za
31 Report Filename HX 091014 091021] Submi Drs L Botha,Keys Pdlimkakais,Du Tdit 20091021140239 E MOX Date 2009 1021 Time: 14:02.39
32
3
34
X5
W4y W] Bank . Cords . Cash | Debit Orders - Faied Summary ,%J | Im

Ready

NogakwhpE

3.

Transaction Summary — Subtotals by transaction type and status

4,

5.

6.

Tab Total Summary — Subtotals by tab and status

Totals — Totals

Qty Totals — The number of transactions
Total Amount — Pending + Paid
Pending — Processed not Paid

Paid — Transactions Paid
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Summary of Summaries Tab

Nexion Call Centre 0861 639466

The summary of summaries tab will display all transactions for all Licensees.

[B' File Edit View Window Help

Version 3.5

-a

A B c | D E I F G H 1 3 K L
1 {
2 ' Submission
3 A N For All
4 Date Range From : 2011-04-01 |
2 n eX 1OMn ey TRl Cash flow management. Solved
6 v Tab Summary of summaries
Z 1 1 1
1
]
10| | Totals [ Paid |
11 Tab Payment Type I o1y | Tm Amount | Fees [ Mett Amount | Trxn Amount | Fees [ NettAmount | Amount | Fees [ nett Amou
12 |ace ACB 53| 33,770.00 385.60 33,384.40 22,646.74 3.57 22,643.17 11,123.26 38203 10,74
13 |Bank EFT 8 1,752.00 39.94 1,712.06 0.00 0.00 0.00 1,752.00 39.94 17
14 Bank Medical Aid 4 1,133.30 25.84 1,107.46 0.00 0.00 0.00 1,133.30 25.84 1,10|
15 |card Amex 1 3013 0.68 29.45 0.00 0.00 0.00 3013 0.68 2|
16 |Card Debit Cards 13 1,052.10 35.96 1,016.14 0.00 0.00 0.00 1,052.10 3596 1,01 |
17 [card Diners 1 1.00 0.02 0.98 0.00 0.00 0.00 1.00 0.02 |
18 Card Master Card 33 17,150.27 195.51 16,954.76 0.00 0.00 0.00 17,150.27 195.51 16,95i
19”cm Other 4 415.00 4.74 410.26 0.00 0.00 0.00 415.00 4.74 41|
20 (Card \visa 20/ 13,249.63 15103 13,098.60° 0.00 0.00 0.00 13,249.63 151.03 13,09/
21 |Cash Cash 71 6,501.02 0.00 6,501.02 861.15 0.00 861.15 5,639.87 0.00 5,63
22 |Cash |Cheque 16 4,213.21 0.00 4,213.21 2,933.00 0.00 2,933.00 1,280.21 0.00 1,28
23 79,267.66 839.32 7842834 __ 26,440.89 3.57 __ 2643732 52,826.77 835.75 51,991
24
25 |ACB 53 33,770.00 385.60 33,384.40 22,646.74 3.57 22,643.17 11,123.26 382.03 10,74/
26 Bank 12 2,885.30 65.78 2,819.52 0.00 0.00. 0.00. 2,885.30 65.78 2,81
_27__ |card 72 31,898.13 387.94 31,510.19 0.00 0.00 0.00 31,898.13 387.94 31,51':
28 Cash 87 10,714.23 0.00 10,714.23 3,794.15 0.00 3,794.15 6,920.08 0.00 6,92
29
30 This reportis  Non-Editable ( Legal ) Phone 0381-HEXION for support http:llwwiv.nexion co.za
31 Report Filename SummaryOfSummeriss_1_20110509505588.x/s Date 2011 0509 Time: 12‘Hﬁﬁi
32
33
3
35
36 | | 1
fio ]
37 |
38
W < v H[\ Development } Summary of summaries / 1= 3 L
Ready NUM

Selecting any other tab will display the transactions for a specific licensee registered at that site.

]_E.I'_[__.

W 4 » W) Summary of Summaries { Dr & Smith £ Dr B Smith / Dr CSmith |
Le | AutoShapes= N\ N 1O M Al ¢ @18 | v -

s Dratw =

A
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Printing Reports
Print Current Tab

To print a specific Tab, do the following:

1. Click on File and scroll down until you reach the “Print....

Nexion Call Centre 0861 639466

Version 3.5

Ctrl +P” option

'?EI; Microsoft Excel Viewer - NX_110128_110128 Submi_Development_2011012822¢

|®'[ File | Edit WView Window Help

Cpen...
Cpen for Editing...

Close

Page Setup...
Set Print Area
Clear Print Area

Print Preview

Print...

v

Exit

1..AMX 110128 110128 Submi_Development_201...
2. AMNK 110128 110128 Submi_Development_201...
3 .LANK 110128 110128 Cash_Development_2011...
4 ANK 110127 110127 _Submi_Development_201...

Ctrl+ 0O

Ctrl+P

—

k|| || | | | = | =
Jm-\mmhwm—kcmm"'mmh‘um‘A ‘
]

Please Note :

Always ensure that your printer is switched on, and has enough paper.

2. Inthe “Print what” section select the “Active Sheets” option to print the current tab

P F |
Print @
Printer
Name: | HP LaserJet M3035 MFP PCL & | Properties...
Status: Ide 5
Type: HP Laser Jet M3035 MFP PCL 6 @]
Where: HPDIU_192.168.0.7
Comment:
[ Print to file
Print range Copies |
i@ Al rumber of copies: | [N
) Page(s)  From: Ta +
Frint what ﬂ;' ﬂ;' 7] Collate
) Selection (" Entire workbook o
i@ Active sheet{s) List
| Preview | [ ] | Cancel
A
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Print Entire Workbook

Nexion Call Centre 0861 639466

To print all the Tabs as well as the Summary Tab do the following:

— 3. Click on File and scroll down until you reach the “Print.... Ctrl +P” option

E Microsoft Excel Viewer - NX_110128 110128 Submi_Development_ 20110128225

[='[File | Edit View Window Help

Open...
Open for Editing...

Close

Page Setup...
Set Print Area
Clear Print Area

Print Preview

Print...

v

Exit

1..0NX 110128 110128_Submi_Development_201...
2 ..ANX 110128 110128_Submi_Development_201...
3.ANX 110128 110128_Cash_Development_2011...
4 ANX 110127 110127 _Submi_Development_201...

Ctrl+0O 1

Ctrl+P

2|2az=aRI2alde~e o s [wv]a] ]

Ar |-

Version 3.5

4. Inthe “Print what” section select the “Entire Workbook” option to have all the tabs printed

-

) Page(s)  From: -

Print what

1 Active sheet{s)

| Preview |

-
Print
Printer
Neme:  (4HP LaserJet M3035 MFP PCL 6 B Properties. .
Status: Idle ;
Type: HF LaserJet M3035 MFP PCL & l@
Where: HFDIU_192.168.0.7
Comment:
[] Print to file
Print range Copies
@ Al MNumber of copies: |1 =

|j§| |j¥| [¥] collate

oK J| Canicel

L

b

5. Once selected click “OK” to start printing.
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Report Subscriptions
Nexion now allows you to subscribe to daily, weekly and monthly reports; reports will be delivered to any e-mail
addresses specified and scheduled by you. Keep in touch with your cash flow by having reports delivered to you.

Adding a user for report subscriptions
1. From the Nexion Main menu select the Task tab.

2 ]
g Standalone: 35.0.2 (= [E et

e Tasks Settings

A Menu Cptions
-
I I ex I O l I Process Standalone Transaction

Payment Solutions \ ‘

Obtain Pre-authorization

|
|
e
|
|
|
|

|

|
Register Stop Order Paity l b

l

l

|

Reprint Receipts
Dieposit Cash & Cheque
Process Refund
2. Select Report Subscriptions.
=< Standuicns: 3503 T —_——— b
| File | Tain | Settings
| Shop-Order Party Maintenance
| B marderaenos Blars; Oticrn
Report Subsoriptions ]

TR CIT L |1 i howaa |

Fapmaal Tulaliday -
v [Wtnn P suthonrmion
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3. Select Add.

Stog-Order Party Maantenance
’ Uk iainte nance Migrs, Qptions

nTw@w DTN
CATUTT

‘Tﬂ Rermae
Paymaw| Saintinms el =
v | Obtan Pre-authosashon

Fegester Stop Order Parly

—J

Rapant Recopls

Dpoest Cash. 4 Chague |

4. A Schedule Report screen will be displayed.

i TS el )
Feport Type: [&.&:msstm .,| o bt [AU T]
T type: [A.U -.] Satus: [.FIH ,]
Cycle Period: | Daily =
Destination Email: Send Test Email |
Licensee: [Dﬂﬁﬂmﬁi ']
Cancel Save
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5. Select the report you wish to be subscribed to from the drop down.

——
Iig!gcheduled Report.

» Report Type:

T type:

Cycle Period: | Daily

Destination Email:

Licensee: [ Development

6. Select the transaction category from the drop down.

——
Iig!gcheduled Report.

Report Type: [Subnﬂss;inn

"| Tren Categony: E "-"r

T type: INJ "] Status: Cash
Cycle Period: [ Daily - e
ACE

Destination Email: Send Test Email |

Licensee: [ Development
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7. Select the transaction type from the drop down.

¢ . ——
iig!gcheduled Report.

»

» Tomtype: |AlL -

E}"d& Period: Master Card

Visa

Debit Cards

Amex
Destination Email: ' Diners

Report Type: [Sq..tbﬂﬂss,inn "| Tom Categary: [Ca-d ']

Status: I,P.H v]

Send Test Email |

Licensee: [ Development

8. Select the Cycle Period from the drop down.

¢ . ——
iig!gcheduled Report.

Report Type: [Sq..tbﬂﬂss,inn "| Tran Category: [Ca-d ']
Trm type: IA.IJ "I Status: I,P.H ']
Cycle Period: ‘E . '!i
We |
Monithhy
Destination Email:

Send Test Email |

Licensee: [ Development
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9. Select the status from the drop down

—_—

Scheduled Report T el E |
Report Type: [&.&:ﬂussuﬂ v| Tran Category: [Eard ,]
Ton type: IA.U '] Status: 1
Cycle Period: [Dady .,] HFending
Failed
‘Paid
Destination Email: | Send Test Email |
Licensee: [De,_-.pejqpmaﬁ v]

10. Select Licensee from the drop down.

5 Scheduled Report T el B ]
Report Type: [&MSSIW "| T Categony: [Eard *]
Tm'ltype: IM TI Status: [M y]
Cycle Period: | Daily -]
Destination Email: _b.l.éananéneﬂun.cu.za Send Test Email
» Licensee:
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11. Type in the Destination Email address.

3 s -
IEQ! gchedulbd Report

Report Type: ISﬂ_I:bTPJDFI "| Tren Category: [Card 'I
T type: IAIJ "I Status: I,P.H ']
Cycle Period: [ Daiy -

Destination Email:  bleeman@nexion.co za

Send Test Email |

Licensee: [ Development

12. Select Send Test Email.

3 s -
IEQ! gchedulbd Report

Report Type: ISﬂ_I:bTPJDFI "| Tren Category: [Card 'I
Trm type: IAIJ "I Status: I,P.H ']
Cycle Period: [ Daiy -

Destination Email: -I:u.l.éaman (éne:dnn.cn.za

Licenzee: [éDevelupmem

13. An Email Sent Successfully message will be displayed.

[ Prompt ﬂ

Emnail sent successfully

r (8].8
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14. Select <OK> and the user is returned to the Schedule Report screen to subscribe to more reports. To return
to the main menu select <Cancel>.
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