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Extra Payment

Student Infarmation

Student ID onoy
English Mame ; Tan YiXuan
Chineze Mame 3 FEEE STEP 1

School Mame : =

Billing Date S v ® STEP 2

Raef Dala g‘:ug__zp__." __ T -,_T.'.r @ STEP 3

Description — e — w

STEP 4

Armount

STEP5 {=p AddEdra Payment

Search Within the Date

- 9 EndDate  Sarng il.'l"

] [ Reset ]

From Date  Sa 999010 w9

| SearchDate |

Hel Date Lrescription Annount Funcion
01422010 Craative Thirking - Lawval 1 ?

Z
Exe.Book 080 £ @
N

25 12-2010

\EE-I]‘I-H}H 02.04-2094

O W A A i - T
Tips:
* If you want to check whether the extra payment has been made or not, you can
use the “Searching Records”. Click on the “Search” after you have selected the
date, you will see a list of items that the student has bought.

noEds G A fa
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Extra Payment means extra charge for the
Photostat Exercise and stationery which you sell
in the centre.

Please follow the steps below to do the extra
payment:

Step 1: Click “ pencil ” icon to choose the
student’s name

Step 2: Select the billing date
Step 3: Select the reference date

Step 4: Select an item that the student buys from
the “Description”.

*Most of the amount will be shown automatically.

*For those the amount shows “0.00”, that means you
have to key in the price by yourself.

Step 5: Click the “Add Extra Payment”



Refund

Student Infarmnation

Student ID : Qoo
Englizh Mame Tan ¥i Huan
Chinese Mame S STEP 1
School Mame
Refund Date 24-03-2011 w7 GBSTEP 2
Ref Date 21’_“3_29" . i QSTEP 3
Description STEP 4
Amaouni STEPS
STEP6 | Add Refund | [ Reset |
/ Search Yithin the Date
Frorn Date zﬂz_zmﬁ j .*,'.- E@ End Date !?ﬂﬂﬂ“ | “___I- @
Refund Date Ref Dale Description Armount Function
01-01-2011  01-01-2014 Sibling discount {20.00) .l'"'
\ 01022011 01-02-201 Sibling discount {20.00) Z &
Tips:

* You can check the transaction by using the “Searching Records”. Please click on
“Search” after you have chosen the date. You will see a list of discount allowed to
the student.
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Refund means giving discount to the students.
This will happen either because of the return of

goods or discount allowed for the teaching
materials for the opening ceremony.

Please follow the steps below to do the refund:

Step 1: Select the student’s name by clicking the “
pencil ” icon.

Step 2: Select the Refund Date

Step 3: Select the Reference Date

Step 4:Key in the reason in “Description” column
Step 5: Key in Amount

Step 6: Click “ Add Refund ”

*You are advised to do the “Refund” before the posting
date (the 20 of each month).



P ayme nt ( To Make & Check Payment)

Student Information

Student ID oooy
English Mame Tan i ®uan
Chinese Mame ErLE STEP 1

School Mame : =

Page 4

Payment is used to check the payment of students.
Once you get the student’s fee, you should key in
the data and print out the official receipt to the
parents.

gilling Amournt  STEP 2 + RM 490.00 ¢ This Mont Check Bill
Armount Received - R 0,00
Balance Amount « R 490.00

ate 24-03-2011 = @
Type Cash -
Cheque Mo
T — STEP4

Amount English Four Hundred Minety Onhy

Being Payment For IW& Course + Bag - March| & April 20

Morith § Year ||:M ¢ (2011 mmrw'ﬂf)i |_sSearch Date 4== STEP 3

- Y

STEPS5 - Add Payment | |

Reset |

Please follow the steps below to make the
payment:

Step 1: Click “ pencil ” icon to select the student’s
name

Step 2: Key in the month and year of payment
Step 3: Click “ Search”, you will see the “Total
Amount” of the payment.

oclick the “Check Bill” to see the personal account of the
student.

Step 4: Key in the Payment Details

Step 5: Click “ Add Payment”

Rec. Ho Pavy. Baoanth Date STE’P 6 Aot Recepned Fumction
0063 042011 24-03-2011 430,00 select

J Step 6: Payment record is generated
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P ayme nt ( Print Official Receipt)

Student 1D
English Mame
Chinese Mame
School Mame

Student Information
oooy
Tan i Xuan
BFZE

Month I'Year

04

Billing Amount
Amount Recehed
Balance Amount

F 12011 | (MY ) Search Date

+RM 490.00

- R 490.00
RM0.00

Check Bill

| =® STEP Z\p"'fceim

124-03-2011
Type Cash >
Cheque No TlpS
ki 490 “Print Receipt” will be
Amount English Four Hundred Ninety Only shown after you key in the
Belng P IF
aing Fayment kor IMA Course + Bag - March & April 20 payment.
Remark
STEP 1 [ update Fayment | [ Reset | /
Redé. No Pay. Monith Date Amount Recebed Function
0063 0452011 24-03-2011 440.00 select
INTELLIGENT
. INTELLIGENT MALAYSIA F
Tips:
. . | AR <) 16/ B/ SR 8
Select a printer to print the o o 51
wipt N i
official receipt. Then click [ o e e it

“OK”

or ‘“Print”

StEs

Tan Yi Xuan (|
190,00

pn \ Four Hundeed
Being a,‘n$m Wl‘.oulﬁo-

s b o)
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Once collect the payment, please key in the data in
the management system (refer Page 4) and print
out the official receipt for the student at the same
time.
To print the receipt just click the “Print receipt”
button after “add payment”. Please follow the steps

below to print official receipt:

Step 1: Please make sure the payment has been
generated

Step 2: Click “ Print Receipt”
Step 3: Anew window will pop up
Step 4: Select a printer

Step 5: Click “OK” or “Print”



P aym e nt (To Reprint & Checking Payment) Page 6

Shudent 1D S oo You can use the following instruction to check the
English Mame £ Tan Y1 ¥uan o
payments particular student:

Chinese Name . ELE
School Name -

Mormivear  for | s G011 ey STEP 3 Step 1: Click “ pencil ” icon to select a student
Billing Armount §TEP zu 490,00 M ] Check Bil
iom— i Step 2: Key in the month and year of the payment
that you want to check
Print Raceipt
st T O .
Troe Cash ™ Step 3: Click “ Search”
Cheque No
ke You can also reprint the Official Receipt with the
e instruction below:

Being Payment For

Remark
‘ Step 1- Step2 : As mentioned above
s ) ) STEP 3.1 s
Rec. Ho Pay. Month Date Amownt Recebeed ﬁg'rim
0053 04r2011 24-03-2011 490.00 ( select ) Step 3.1 : Click ¢ select”
\ _
Step 4: Type your “Verify Password”
| i - Step 5: Click “Print Receipt”
STEPS
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