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The Financials module allows you to invoice your players for subscription fees and products they have purchased throughout the year. Invoicing can be done at anytime and for any period. The special batch invoicing facility enables you to bill all current members in one easy operation. Read below to discover how the Invoicing Wizard can help you
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To access the Financials module, choose the Financials button on the Main Menu.

Invoicing a Player

The Invoice form is where all data is entered to invoice a Player.

1. Choose the Invoices button on in the Clubs section of the Financial Module. The screen below, will appear.
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2. Enter player details into the white, data entry areas. The Invoice ID number is allocated automatically

3. When all details have been entered, choose the Add Products button to specify the products the individual player is to be invoiced for.

4. Choose the relevant product from the Product ID combo box. Double-click in the Date Start field for the Tennis PRO! Calendar. Choose the Start date.

5. Repeat this process for the Date End field

6. Change the quantity if relevant

7. After entering these details, choose the left side bar to save your data. The pencil [image: image3.png]i Cogan RATINGS! - [Player Details]
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 indicating saved data

8. Choose the Preview button to view the invoice for the player

9. Repeat the process for further products if necessary
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 at the top of the screen

Viewing an Invoice (Preview)

After entering the invoice details for a player, choose the Preview button at the top of the screen to view a preview of the invoice. An invoice such as the one below will be shown

This is also be achieved by choosing the Preview Invoices button from the Financials menu and locating the same invoice.
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Printing an Invoice
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 at the top of the screen to print out the invoice.

To close the Player Invoice form and return to the Financial Module, choose the Close button [image: image8.png]{13 Cogan RATINGS! - [Player Details] -
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. 

Using the Invoicing Wizard

1. Choose the Invoicing Wizard button [image: image9.png]Advantage Receiver
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 on the Financials menu. The screen below will appear.

[image: image10.png]i Cogan RATINGS! - [Batch Invoicing]
File Edt View Recods Window Help T
Club Invoicing Wizard THWadwl ke you rough e s
1 Select the club you want to invoice. [oT0T (2] Emploves R O
2. Enter the date for invaicing
Last Invoiced: 30/06/37 Inyciced T 30767159 |2
ABatchID
Last Batch N 0 BachiD[ T
A Note for allinvoices (optional) Mot
3. Check current membership changes:-
Categoy Fice  FionAge _ Tohge WemberVeas =]
P [[Full Playing Playing fees [soooo[ 24 120 p
[Ertiance Intemediate Flaying Fees [smm[ 18 [ 23 [
[Enirance FesNSW- [_saoo.o| [ [
[Spouse 75% Plaping fees [s3s250] [ [
JErtiance Spouse 50% Ts2s0.00] [ [
[Countyy-Playing fees [s2ss00] [ [
irteimediate Playing fees [sasm 18 [ 23 [
T e Pl T ozl T — =
W Record i of 47 O[]

Update Players To New Pices
4. Check Players Ages. Update Players Age

These Players sppeat to be in the wrong age gioup.

Plyar D Plyer Cinent Poduct LS
»[ [o#20264 [ewanviong Tiemedate Ems
542028 _[ByonWorg Tiemedte Plajing fezs =
672090 [Timaty Loy Temedate 2
672090 [Timaty Loy Tiemedte Plajing fezs 2

[ [
[ [
[ [
[ [
5420420 [Frodney J Spizer T Tniemedale T B
[ [
[ [
[ [

6920920 [Fochey J Spteer Ttamedate Playing fees 2
5720500 [Simone Viasse Temedate =
5720500 [Simone Viasse Ttamedate Playing fees =
Si20est_[PaulLewg Temedate o

(e | ] New

‘Form View




2. Follow the steps outlined by the Club Invoicing Wizard.
3. Choose the Next button once you have completed the first four steps.
4. Steps 5 and 6 will appear.
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5. Choose the Run Batch button in Step 6 to complete the batch invoicing process. You will be warned that processing could take some time.

Viewing the Invoices Summary Report

To view a listing of the amount each player in the batch has been invoiced, choose the Invoices Summary button. A report similar to the one below, will be shown.
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Viewing Invoices Data

To view the data sheet listing of the invoices in the batch, choose the View Invoices button. In this format, it is easier to check a lot of data at one time.
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Recording the Receipt of Payments

Full Payment of an Invoice

1. Choose the Receipts button from the Clubs section of the Financials menu

2. The screen shown below will appear. Enter all details into the white, data entry boxes

3. When complete, choose the 312 Bank Deposit Slip button for a bank deposit slip to record the transaction
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Part Payment of an Invoice

If the receipt is a part payment for an Invoice, the amount tendered can be entered into the Payment Allocations section of the Player Receipts form.

1. Enter the invoice number for which the part payment has been received. Enter this information into the Paid this invoice ID field.

2. Enter all other information into the white, data entry areas.
3. When complete, choose the 312 Bank Deposit Slip button for a bank deposit slip to record the transaction
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