HEROTEL Account Suspensions

1. The suspension module:

Youtube: Suspension Module Demo

The suspensions module was created to ensure that we can have better control over our
debtors with overdue accounts. In the new suspension module, HeroTill will populate a list
of all customers with overdue accounts. With this module, you will be able to suspend
individual customers as well as individual reseller (master accounts), an individual reseller
customer (sub-accounts) or you can bulk suspend the reseller along with all his or her
customers.

Once the suspension has been approved, the customer will receive a first and second
warning notification and will then finally automatically be suspended. The timeline for
when these notifications gets sent out, as well as when the actual suspension takes place,
can be set up under the billing setup section.

After the customer has been suspended, you will have the option to pause their suspension
(unsuspend the customer) as per the time allocation setup in your billing settings. This will
allow time for the customer to make that payment and send the proof of payment. When the
time limit has been reached and the customer has not made any payment, the customer will
be suspended again.

In the case that the customer has received either their first or second warning
notification(s) and has made payment, you will be able to reset the suspension process.
Please note that the suspension reset should only be done for customers whose suspension
process have already been approved. When un-suspending customers, you can either do
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this the manual way, by clicking on the reset function, or the suspension will automatically
be reset once the payment reflects in HeroTill.

Important: Please note that when the customer’s account is suspended, that the billing
will not be stopped. In other wordes, even though the account is suspended, the customer
will receive their monthly invoice.

2. Setting up the suspension settings:

First, you will need to enable the suspension settings. To do this, go to “Billing” - “Billing
Setup” and then click on the second “Billing Setup” option.

Billing ~ §Reports ~ Tools = Selup~ & -

Billing Setup Billing Setup

SageCne Data Default Tax Rates

Look for the “Customer Account Suspension Settings” and then click on the toggle
button next to “Enabled” to change it to “ON”.
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Once the toggle button has been switched to “ON”, a list of settings will appear at the

below.

Customer Account Suspension Setlings

e o

Suspension Mode

Days till Overdue

Days till Second Warning

Days till Suspension

Temporary un-suspension in Hours

tst Suspension Warning Email

1st Suspension Warning SMS

When enabled, customers will be auta queued for suspansion when thalr accounts bacome overdue

x umber of Days after invoice dus date |. |

Mege to use when geciding when an overdue account will be suspended

1

Number of days fter due date befors invoices become overdue. Customers will D sent a 1st notfication wnen tis (imit is reached

1

Number of days (zher 15 notiication) before a secanc notificatn is sent to customers

q

Number cf days (efter 2nd notification) betore customers re actually suspendsd. customers will be natfied when actually suspension

1

Number of hours  suspended account can be wnsuspended for oy the helpdesk
Dear {{customer_name}},

Your account is overdue by {(amount_days)) days
= " ]
151 Email warning to seng to customers when i aocount is cverdue, Embed fislds using {icustomer_name} {{accaunt_cosie}, {suspension_cate}). {chent_portal url}, {sencing company_name), {{sencing_campany tel}).
{isencing company_email)

15t Suspension Warning SMS

4
15t SMS warning to send 10 eustomers when their aczount is overdue. Embed fields using {{eustomer_name}}, {{account_code}}, {{suspension_datzj, {{client_portal_url}. {{senging_company_name}, {sending. company_tefj,

{isending_company_emaily

NOTE: Leave blerk you contwart touse SMS

2.1. Settings

2.1.1. Suspension Mode

In this section, you will determine the suspension mode to use when deciding when an
overdue account will be suspended. Currently, the only option available is the “x number
of Days after invoice due date”.
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Suspension Mode x number of Days after invoice due date ¥

Mode to use when deciding when an overdue account will be suspended

2.1.2. Days till overdue

The number you insert here will determine how many days, after the invoice due date, the
invoice status will turn to overdue. When this limit is reached, you will then have to
manually approve the suspension, and when you have done this, the customer will receive
their first suspensions warning email.

Days till Overdue 2

Number of days after due date before invoices become overdue. Customers will be sent a 1st notification when this limit
is reached

2.1.3. Days till Second Warning

This number will determine after how many days the second notification should be sent.
Please note that this is the number of days AFTER the first notification has been sent.

Days till Second Warning 2

Number of days (after 1st notification) before a second notification is sent to customers

2.1.4. Days till Suspension
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In this section, you will enter the number of days, AFTER the 2" notification has been sent,
the customer will be suspended. All customers whose accounts are suspended will be
notified of the suspension.

Days till Suspension 3

Mumber of days (after 2nd notification) before customers are actually suspended. customers will be notified when
actually suspension

2.1.5. Temporary un-suspension in Hours

Here you will be able to determine the number of hours that the helpdesk can suspend the
customer for. Once the customer reaches the time limit, they will automatically be
suspended again.

Temporary un-suspension in Hours 12

Nurmber of hours a suspended account can be unsuspended for by the helpdesk

*Please note that the number filled in here is in hours and not in days as per the previous
sections.

2.1.6. 1st Suspension Warning Email

In this section, you will be able to view and edit the 1* suspension warning email that is sent
out to the customer. You can scroll down with the bar in the green section to read the
whole message.
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1st Suspension Warning Emall = Dca

Your account is overdue by {{amount_days}} days.

15t Email warning to send to customers when their acoount is overdue. Embed fields using {{customer_name}}, {{account_codel}, {{suspension_date}}. {{clent_portal_url}}, {{sending_company_namel}, {{sending_company_tel}f.

{{sencing_company_email}

Please note that all fields that start with {{ and end with }} are embedded fields and will
pull through from the customer profile. The red and green fields will be applicable to all
warning emails and SMS sections.

2.1.7. 1st Suspension Warning SMS

Here you will be able to view and edit the 1% suspension warning SMS that gets sent to the
customer. If you do not want the customer to receive an SMS when the 1* notification gets
sent, please remove all text from the block and leave the field blank.

1st Suspension Warning SMS |=| | 1st Suspension Waming SMS

A
151 SMS warning to send to customers when their account is overdue. Embed fields using {{customer_namel}. {{account_code}} {{suspension_data}h. {{client_portal_url}}. {{sending_company_name}}, {{sending_company_tel}}.

NOTE: Leave blank if you don't want to use SMS.

2.1.8. 2nd Suspension Warning Email

In this section, you will be able to view and edit the 2™ suspension warning email that is
sent out to the customer.
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2nd Suspension Warning Email |= | Dear {{customer_name}},

Your account is overdue by {{amount_days}} days.
2nd Email warning to send 1o customers when their account is overdue. Embed fields using {{customer_name}}, {{account_code}}, {{suspension_date}). {{chent_portal_url}}, {{sending_company_name}}, {{sending_company_tel}).

{{sending_company_email}}

2.1.9. 2nd Suspension Warning SMS

Here you will be able to view and edit the 2™ suspension warning SMS that gets sent to the
customer. If you do not want the customer to receive an SMS when the 2™ notification gets
sent, please remove all text from the block and leave the field blank.

2nd Suspension Warning SMS = 2nd Suspension Waming SM3
2nd SMS warning ho fe"u Ic customers when their account is overdue. Embed fields using {{customer_name}}, {{account_code}}, {{suspension_date}}. {{client_portal_url}}, {{sending_company_name}}, {{sending_company_tei}}. =
NOTE: Leave blenk if you don't want to use SMS,
2.1.10. Actual Suspension Warning Email
In this section, you will be able to view and edit the email that the customer will receive
when their account is suspended.
Actual Suspension Email | = Doear {{customer_name}},
Your account is overdue by {{amount_days}} days.
#

Email message to send 1o customers when their account are suspended. Emibed fielts using {{customer_nemel}, {{account_cooel}, {{suspension_datel}, {{client_portal_ur}}, {{sending_company_nama}}, {{sending_company_tel}),
{{sending_company_smail}}

https://support.herotill.com | 7



HEROTEL Account Suspensions

2.1.11. Actual Suspension Warning SMS

Here you will be able to view and edit the SMS that the customer will receive when their
account is suspended. If you do not want the customer to receive an SMS when their
account is suspended, please remove all text from the block and leave the field blank.

Actual Suspension SMS = Actual Suspension SMS

2
5MS message to send 1o customers when their account are suspenaded. Embed fislas using {{customer_name}, {{account_code}}, {{suspension_datel}, {{client_portal_urly}, {{sending_company_name}}, {{sending_company_tel},

After you have made any changes to the settings or messages that get sent to the customer,
please scroll down to the bottom of the page and then click on the “Update” button.

2.2. Suspended Account Blocking

There are three different ways in which suspended accounts can be blocked:

e Address List
e IP Pools
o Radius Block

To find these settings, go to “Data” - “Radius Setup” and then click on the “Radius
Settings” option.
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otspots -~ Workflow - Devices - 3ales - Billing

Radiuz Import Wizards Radiuz MAS List
Radius Status Scan Unknown Radius MAS

Once the page has loaded, scroll down to the “Suspended Account Blocking” section.
You will now be able to choose the relevant option which you would like to use when your
accounts get suspended.

Suspended Account Blocking

Isusponllnn Blocking Mode | =| | Radius Block |.I

+ Address List - Al suspended data ascounts with fixed IP addresses will be assigned to & address list. Data afixed IP address wil radius
A firewall will need o be configurey user in the suspsnced adress list 10 & static page.

1P Pool - All suspencied data sccous assigned an [P from an IP paol. This poal must exists sither in Datatl or on the highsite NAS router. If & suspendad data account have & fixed IP assigned this IP wil be
ignor

ad when the account is suspenced.
+ Radius Block - All suspended data accounts will be biockad by radius, 5o the account will nat ba abie o oblain access to the network

2.2.1. Address List

All suspended data accounts with fixed IP addresses will be assigned to an address list.
Data accounts without a fixed IP address will be blocked by radius from authenticating. A
firewall will need to be configured to redirect users in the suspended address list to a static

page.
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2.2.2. IP Pool

All suspended data accounts will be assigned an IP from an IP Pool. This pool must exist
either in HeroTill or on the highsite NAS router. If a suspended data account has a fixed IP
assigned, this IP will be ignored when the account is suspended.

2.2.3. Radius Block

All suspended data accounts will be blocked by radius, so the account will not be able to
obtain access to the network. This is the preferred blocking method.

2.3. Notification Settings

As a part of the setup, you will also need to determine what time the suspension SMS’s
should be sent out to your customers. You will also be able to determine whether resellers
should be notified when their customers are queued for suspension.

To find your notification settings, go to “Setup” and then click on the “Notification”
option.
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'

System Settings

Matification

2.3.1. Account Suspension Notifications

On the following screen, under the notification setup section, you will be able to determine

» whether customers should be notified when their accounts are suspended
 during which times the suspension SMS notifications should be sent out.

o I

When furned on notifications will be sent to cusiomees when their accounts are suspended

lAccount Suspension Notifications =

Reseller Suspension Notifications | =

Reselier to recaive sub-account suspension notifications.

uspension SMS Notification Start Time =|  08:00:00
Start ime of the Suspension SMS notifications

'Suspension SMS Notification Stop Time = 21:00:00
Stop time of the Suspension SMS notifications
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2.3.2. Reseller suspension notifications

On this screen, you will also be able to determine whether or not resellers should be notified
when their customers are queued for suspension or not. To do this, switch the “Reseller
Suspension Notification” toggle button to “ON”.

Reseller Suspension Motifications | = m

Rassller to recaive sub-account su Spansian niotifications.

Please note that you will still need to activate this section on the reseller profile as well and
that resellers will receive a daily email listing all customers who are queued for suspension.
For more information on how to activate this for your reseller, please refer to our reseller
module.

3. Suspension settings for customers

In section 2, you have set up your global suspension settings. In the diagram below, you can
see how suspension settings can be applied to either your customer groups or your
individual customers.

https://support.herotill.com | 12



HEROTEL Account Suspensions

Pu Global Settings

Customer
Groups

Suspension
Settings can be
applied to:

f As per customer
i group settings

Individual
Customers
Ny Custom settings
per customer

All suspension settings are applied in the following manner:

» Global settings are applied to all customer groups and, therefore, all customers within
that group.
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« If you customise a customer group’s suspension settings, the customised settings will
apply to all the customers within that specific group.

 In other words, customer groups, whether customised or on default, primarily
determine each customer’s suspension settings.

» You will also be able to customise a specific customer’s suspension settings. This
means that the default settings or customer group settings will not be applicable for
this customer.

3.1. Customer Group Settings

3.1.1. Global Settings

The global settings refer to the settings as per section 2.2, 2.3 and 2.4. These are the
settings that will be primarily linked to all customer groups and, therefore, all customers.

3.1.2. Customise group settings

To customise a customer group’s settings, go to “Customer” and then click on the
“Customer Groups” setting. Please note that the customer group settings will be applied
to all customers linked to the specific group. The only time that these settings will not be
applied to a customer linked to the group, is when the specific customer’s suspension
settings have been customised.
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Cusiomers = | Hadius ~ Hotspots

Add a Customer

List Customers

Edit Cusiomars |
Margs Custamers

I Customer Groups I

On the following screen, look for the customer group that you would like to change the
suspension settings for and then click on the edit button found on the right-hand side of the
group.

Customer Groups

.........

uuuuu

After clicking on the edit button, you will see the following screen. On the pop-up screen, go
to the “Suspension” tab.
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Edit Customer Group #4

Account Suspensions

Group Details Billing

Suspension Disabled

Use Default System
Settings

Days till Overdue

Days till 2nd Notification

Days till Suspension

Close

No

If enabled then customers in this group will not be auto suspended

No

Use the default suspension settings defined under the setup, billing
menu

2

Number of days before invoices become overdue

0

Number of days (after 1st notification) before a second notification is

sent to customers

4

Number of days (after 2nd notification) before customers are actually

Save Changes
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If the toggle button is switched to “V¢5”, customers linked to this
group won’t be queued for suspensions and you will not be able to see
the purple and blue sections. If the toggle button is switched to
“No”, customers linked to this group will be queued for suspension
when their accounts are overdue.

In this section, you can choose whether you want to use the global
settings as per the set up is done in section 2.2, 2.3 and 2.4 or
whether you would like to customise the suspension settings for this
group.

Purple:
If the toggle button is switched to “Yes”, you will use the global
settings and will not be able to see the blue section. If the toggle
button is set to “No”, then you will be able to determine the customer
suspension settings in the blue section.

In this section, you will be able to determine the custom suspension
settings for days till overdue, days till 2™ notification and days until
suspension. For more information on this, please refer to section 2.2,
2.3 and 2.4.

Blue:

After making any changes, remember to click on the “Save Changes” button.
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3.2. Custom Settings

Custom settings are put in place to ensure that you can cater for customers who have
special payment arrangements i.e. businesses who have 30-day accounts etc.

3.2.1. Group Settings

Each customer’s suspension settings will firstly be determined by the customer group
settings (section 3.1). The group settings will be applicable until you change the customer’s
specific suspension settings (section 3.2.2.).

3.2.2. Customise customer settings.

To customise the specific customer’s settings, go to the customer profile and then look for
the “Suspensions Details” section on the left-hand side of the screen.

(£ Edit <

Suspension Status Account not Overdue

Suspension Details

Suspension Disabled No
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Click on the “Edit” button to customise the customer’s suspension settings.
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Edit Account Suspension Settings for Wonderland (Pty) Ltd

Use Group Settings No

Use the default suspension settings defined for the customer group

Suspension Disabled No

If enabled then this customer will never be suspended

Days till Overdue 30

Number of days after invoice due date before invoice becomes
overdue and 1st notification is sent

Days till 2nd Notification 3

Number of days (after 1st notification) before a second notification is
sent to customers

Days till Suspension 2

Number of days past due date to auto suspend customers

Labels Select One or more Label:

Labels to display on suspensions screens in accounts workflow for
this customer.

Suspension Suspention Arrangement Note

Arrangement Note
Vs

Suspension arrangement note is a note that will display on the
suspension approval screens in accounts workflow. Example of this
is if customer has a special payment arrangement and this
arrangement should be taken into account in automatic suspension
approvals.
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Blue:

Purple:

Pink:

Orange:

If the toggle button is switched to “Yes”, then the customer will use the
group settings. If switched to “Yes”, you will not be able to see the
purple or pink sections. If the toggle button is switched to “No”, then
you will be able to customise the customer’s suspensions settings.

If the toggle button is switched to “Yes”, then the customer will never

be queued for suspension. If switched to “Yes”, you will not be able to
see the blue or pink sections. If the toggle button is switched to “No”,
then you will be able to customise the customer’s suspensions settings.

In this section, you will need to determine the customer’s days until
overdue, days until second notification as well as the days until
suspension. For more information on this please refer to section 2.2,
2.3 and 2.3.

Here you will be able to add labels to the customer profile. You will be
able to view these labels in the accounts workflow section.
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In this section, you will be able to add any payment arrangement or
suspension arrangement notes to the customer profile. This note will
then show up in the suspension list. For more information on this,
please refer to section 4.1.1.

Yellow:

Remember to click on the “Save Changes” button.

4. Customer Suspension Screen

To find a list of all customers who need to be suspended, you need to go to “Workflow” and
then click on the “Accounts Workflow” option.

Workflow ~ BDevices ~ Sale:

Workflow Setup

Sales Workflow
Accounts Workflow

Workflow Summary
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Account Suspensions

On the following screen, click on the “Suspensions” button to open the suspensions

workflow.

Account Workflow —

Customer Suspension | Al Customer status

All Suspension Status v | | All Suspension Notes *| | Al Customer Groups

" ‘ Show All Accounts

Select one or more Labels ‘

e =3 > e

With selected rows: =R EERERTE ]

e TN e e ) sotctan | Dosetoctan | PG | Expor Cobina | ExportColumna | Showiide
» & Cancellations a ‘ Search: et joselect al Cllpbosrd o8 Columns.
P — v [P, P Pru g [ —— O—————— pe—
@ Overdue 0 Group Code Customer Billing Billing Amount I Overdue Status Date Labels Status
O Debit Order Clients  SED001 Sedgefield R HA5999.00 R 11,998.00 54  Account Suspended = 2018-08-26 00:00:21 Active 9|@
PR - . s . @oooaa
armacy 11,898.00
i 2nd Note o O Debit Order Clients | RIA001 Riaan de Kock R | R370000 R7400.00 54 | Account Overdue Active B0 -0E8
7,400.00
1 Paused a
O Cash Ciients JAC002 Jacqueline du R| R5999.00  R5.776.45 23 | Account Overdue Active B-BE8
&xSuspended [+ ] Plessis 11,926.45
4.1 Fil F i
i I 1lter Functions
All Customer Status I All Suspension Status ‘I All Suspension Notes * § All Customer Groups Show All Accounts

Select one or more Labels
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Orange:

Red:

Purple:

Blue:

Green:

4.1.1.

This will allow you to filter your list for customers who are:
* Active
* Cancelled

In this section, you can choose to filter the list of customers to view
only customers who are in a specific suspension status:

* All Status

* Suspension Disabled

* Suspension Paused

» Suspended

* Account Overdue

* First Notification

* Second Notification

* Not overdue

Here, you will be able to filter your list according to customers who
have suspension notes or a list of customers who do not have any
suspension notes on their profiles

This filter function will allow you to filter the list according to certain
customer groups.

This filter will allow you to filter according to reseller or master
accounts.

Here, you will be able to sort your list according to specific labels.

Show / Hide Columns

After clicking on the show / hide columns button, you will be able to see useful additional
information such as:

» Suspension Date (only once the customer has been approved for suspension)

e Approved By - Who approved the customer suspension.

e Default Payment Method of the customer

e Latest Payment Date for payments made by the customer

» Note - any payment arrangements or notes regarding the customer’s suspension
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Export Columns Show / Hide
Excel Columns

Customer ID

Customer Group ID
Customer Group
AccountCode
Customer
TotalBilling
MonthlyBilling

OverdueAmount

DaysOverdue

Status
Status Date
SuspensionDate

Approved By
Default Pay Method

Latest Payment Date

‘ Note i
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4.2, The suspension list:

In this section, you will view a list of all customers who have a balance bigger than Rnil. All
customers who are marked in red, are customers who are suspended. All customers who
are marked in orange, are customers who have received a warning or warnings about
their account being overdue. All customers who are marked in gray are customers who
have the suspensions details disabled on their individual profile or who are marked as
VIP customers.

Customer Account Total Monthly Overdue Days Susp Susp Status Customer
Group Code Customer Billing Billing Amount |¥ Overdue Status Date Labels Status
O Debit Order Clients  SEDO001 Sedgefield R R599900 R11,998.00 54  Account Suspended = 2018-08-26 00:00:21 Active [2]eJo]2]=]=]
Pharmacy 11,998.00
O Debit Order Clients | RIA001 Riaan de Kock R R370000 R 740000 54  Account Overdue Active B0-0E8
7,400.00
O Cash Clients JACD02 Jacqueline du R R5999.00  R5,776.45 23 | Account Overdue Active B0-0Ea8
Plessis 11,926.45
O Cash Clients LINOD1 Linelle October R R0.00 | R4,908.29 49 | Account Overdue Active BQ-0E8
4,908.29
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Black:

Green:

Dark Blue:

Light Blue:

Purple:

4.3.

Disable suspension:

In this section, you can view the customer group.

Here you can view the customer’s accounting code (profile number) and customer or company
name.

Here you will be able to view the customer’s billing details;
» Total billing that has taken place:

* How much the customer’s monthly billing is.

* The total amount that is currently overdue.

You will also be able to view how many days the customer is overdue.

In this section, you will be able to view the customer status:
* All Status

* Suspension Disabled

* Suspension Paused

* Suspended

* Account Overdue

* First Notification

* Second Notification

* Not overdue

If the customer is suspended, you will also be able to see on which date the customer was
suspended.

Here, you will see any labels which have been assigned to the customer.

This section will show you whether the customer is still an active customer, or whether it is a
customer who has previously cancelled their account with your ISP.

Buttons on top of the suspension list.

:

The button will allow you to disable the suspension settings for the selected
customer(s).
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Enable suspension:

Approve Suspension:

Pause Suspension:

Resume Suspension:

Scan:

Refresh:

4.4,
line

Account Suspensions

This button will allow you to enable the suspension settings for the selected
customer(s).

This button will enable you to approve suspension on multiple customers.
When you approve the suspension, suspension process will start and
customers will receive their first, second and final warnings as per the
settings above.

By clicking on this button, you can suspend the customer(s) suspension for a
limited amount of time which was set up in your suspension settings.

To simultaneously resume suspension for multiple customers, choose the
applicable customers and then click on this button.

HeroTill works on a cron that refreshes daily. To immediately refresh the
page or the specific customer, click on the “Scan” button.

This button will refresh the page.

Buttons on the right-hand side of each

4.4.1. Refresh Suspension

By clicking on this button, you will refresh the specific customer’s
status. If any changes have taken place, you will be able to view them
under the status section.

4.4.2. Disable / enable suspension

4.4.2.1. Enable suspension:
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When the customer’s suspension details are disabled, then this button will allow
you to enable the suspension details for the customer.

After clicking on the enable suspension button, you will see the following pop-up screen:
Enable suspension

Are you sure you want 1o enable suspension for this customer?

Customer account suspension will still have 1o be approved once enabled

Cancal

Click on the “Enable” button to enable the customer’s suspension settings.

https://support.herotill.com | 29



HEROTEL Account Suspensions

4.4.2.2. Disable suspension:

This button will allow you to disable the customer suspensions settings for a
specific customer.

After clicking on the disable suspension button, you will see the following pop-up screen.

Disable suspension

Are you sure you want to disable suspension for this customer?

Cancel

To disable the customer’s suspension settings, click on the “Disable” button.
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4.4.3. Pausing or resuming suspension

4.4.3.1. Pause Suspension:

When the customer is suspended, you can choose to manually pause
their suspension. This means that the customer will have active
services again as per the suspension settings seen in section 1.5.

After clicking on the pause button, you will see the following pop-up screen:

Pause suspension

Are you sure you want to pause suspension for this customer?

Customer account suspension will be paused for 24 hours.

Cancel
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The green section will show you the time that the customer will be unsuspended for, as per
the setup in your billing settings. If you are sure that you would like to pause the
customer’s suspension, click on the “Enable” button.

4.4.3.2. Resume suspension:

When the suspension has been paused, you have the option to
manually resume the suspension again by simply clicking on the
“play” button.

After clicking on the resume button, you will see the following pop-up screen:

Resume suspension

Are you sure you want to resume suspension for this customer?

Customer account suspension will resume immediately to the status prior to being
paused.

Cancel
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To resume the customer’s suspension, click on the “Enable” button. Please note that this
option is only when you want to resume the customer’s suspension before it has reached the
temporary un-suspend time limit.

4.4.3.3. Greyed out pause button:

0 The pause button will only be active when the customer account has
been suspended.

4.4.4. Approve Suspension

4.4.4.1. Normal customers
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o To start the suspension process for a customer, you will need to
approve their suspension first. To do this, click on the red tick mark.

After clicking on the red tick mark, you will see the following pop-up screen:

Queue for Suspension

Are you sure you want to queue this customer for suspension?

The customer will receive the first of two suspension nofifications.

Cancel Queue for Suspension
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To queue the customer for suspension, click on the “Queue for Suspension” button. The
customer will now receive their first and second warnings and then finally get suspended as
per your WISPs setup.

After the customer has been queued for suspension, the customer will receive a big orange
banner on their profile to state that the customer has been queued for suspension as well as
when the customer will be suspended:

BT I T L B

4.4.4.2. Resellers and Master Accounts

When approving suspensions for resellers or master accounts, you will be able to choose
whether you would like to suspend only the specific reseller or master account or whether
you would like to suspend the reseller or master account as well as all the sub-accounts that
are linked to them.

To queue the reseller or master account for suspension, click on the approve button found
on the right-hand side of the specific reseller or master account. You will now see the
following pop-up screen:
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Queue for Suspension

Are you sure you want to queue this customer for suspension? Then click on '‘Queue for
Suspension'.

The customer will receive the first of two suspension notifications.

This is a master account. Do you want to bulk queue the customer account and all its sub-
accounts for suspension? Then click on 'Bulk Queue for Suspension'.

If you choose to do bulk queue for suspension on a master account, only the master
account will get notifications.

Cancel & Bulk Queue for Suspension & Queue for Suspension
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Click on the “Bulk Queue for Suspension” button to queue the reseller or master account
as well as all their customers or sub-accounts for suspended. Although all customers and
the reseller will be suspended, only the reseller or master account will receive the
notifications. If you click on the “Queue for Suspension” button, then only the reseller or
master account will be suspended.

4.4.5. Reset suspension:

This button will allow you to stop the customer’s current suspension
process or un-suspend customers who have already been suspended.

4.4.5.1. Resetting the suspension for normal customer accounts

After you have clicked on the reset suspension button, you will see the following pop-up
screen:
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Reset Suspension

Are you sure you want to reset the suspension process for this customer?

Cancel Resst Suspension

To confirm that you want to reset the customer’s suspension, click on the “Reset
Suspension” button.

4.4.5.2. Resetting the suspension for master or reseller accounts

To reset the suspension for master accounts or resellers, click on the reset button found on
the right-hand side of the specific reseller or master account.
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Queue for Suspension
Are you sure you want to reset the suspension process for this customer? Then click on
'Heset Suspension'.

This is a master account. Do you want to bulk reset the customer account and all its sub-
accounts for suspension? Then click on 'Bulk Reset Suspension',

Cancel % Bulk Reset Suspension

Click on the “Bulk Reset Suspension” button to reset the reseller or master account
suspension as well as all their customers or sub-accounts. If you click on the “Reset
Suspension” button, then only the reseller or master account will be suspended.

4.4.6. Greyed out tick mark:
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When the tick mark button is greyed out, it means that the individual
customer’s suspension setting is disabled.

To enable the customer’s suspension settings, click on the enable button found in section
3.4.2.1. to enable the general suspension settings. If the customer has a special
arrangement - for example companies who have 30 days terms, you can edit their individual
suspension settings either on their customer profile or by editing their specific details as in
section 3.4.5

4.4.7. Edit suspension settings

-3 | This button will allow you to edit a specific individual customer’s
[ ,| suspension details. This will only be for customers who need customer
suspension settings i.e. companies who have 30 days terms.

You can customise the customer suspension settings in two places:

* On the customer profile
 In the suspension list.

4.4.7.1. From the customer profile.

To change the customer-specific suspension settings, go to the suspension details section on
the customer profile. In this section, you will be able to determine whether the customer
should:
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» Use customer group settings or not
» Whether suspensions should be enabled or disabled for the customer
» The days until overdue, second notification and suspension.

For more information on how to do this, please refer to section 3.2.2. for more information.
4.4.7.2. From the suspensions list

You will also be able to change the customer specific suspension settings from the
suspensions list. To do this, click on the edit button found on the right-hand side of the
screen. You will now see the same pop-up screen you see when customising a specific
customer’s suspension settings. For more information on how to edit these settings, please
refer to section 3.2.2.
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Account Suspensions

Edit Account Suspension Settings for wm=

Use Group Settings

Labels

Suspension
Arrangement Note

Close

o [

Use the default suspension settings defined for the customer group

Select One or more Labels

Labels to display on suspensions screens in accounts workflow for
this customer.

Suspention Arrangement Note

Yz
Suspension arrangement note is a note that will display on the

suspension approval screens in accounts workflow. Example of this
is if customer has a special payment arrangement and this
arrangement should be taken into account in automatic suspension

approvals.
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4.4.8. Customer Edit Screen

This button will always take you to the customer profile (customer edit
screen).

All customers who are queued for suspension will have an orange banner on top of their
profile to show when the profile will be suspended.

B i 3 i | 2

Account Details m z Radius Data Packages m F+] Data Usage m “ \ Month | Year F+]
- oo

o]

ecember 2017 I upioad I Download
L mE = e .
Categories | bt E o
Customer Group  Other - (o] ] e
A o LR L .II- L oBora0ca pys s o =
coount Code mmmm -
. ..
1D Number R oa
Primary Contact Name . [ , IEE N S . - 0Bof1T® Data Topups c
O [ 2 changee |

All customers who are already suspended, will have a red banner on top of their profile and
also gives you information on when the profile was suspended.

ww "l BE B

8 ot | s | 5

Account Suspended on Tue 12 Dec 2017 at 00:00

Account Details m z Radius Data Packages m ] Data Usage m < \ Month | Year &

- December 2017 I Upload I Download
Active Data Sessions m = &
Customer Group ® L] 3 0
H
Account Code L e
T —
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5. Suspending and unsuspending
customers:

5.1. Suspending

For the suspension process to begin, you will first need to approve the customer’s
suspension. This is done from the customer suspension screen. As previously mentioned,
all customers marked in red are customers who are suspended, all customers marked in
orange are customers with overdue accounts and all customers who are marked in gray,
are customers whose suspensions settings are disabled.

Always be sure to check the customer profile first for any debtor notes or tickets relating to
special arrangements or payment plans.

5.1.1. Suspending single customer accounts

To approve a single customer’s suspension, look for the specific customer you want to
suspend, and then click on the approve button found on the right-hand side of the screen
(refer to 3.4.4. for more information).

5.1.2. Suspending multiple customer accounts
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To approve multiple suspensions at once, tick all the customers who need to be suspended
on the left-hand side and then click on the “Approve Suspension” button.

Customer Suspension Al
+ | records per pa .
100 M| per page Search: Selectall | Desoloct
Account Total Monthly Overdue Days
Customer Group Code Customer IF Billing Billing Amount Overdue Status
Training | | ym ] R 5,000.00 R 1,000.00 R 9,000.00 593 | Account not Overdue
Training TRADO1 Training Client R7,101.00 R 401.00 R 501.00 471 Account Suspended
Training TRAD02 Training 3 R 792.00 R 23.00 A 792.00 Account Suspended

E = Co— e —

After clicking on the “Approve Suspension” button, you will see the following pop-up
screen.

Queue for Suspension

Are you sure you want to queue the 3 selected customers for suspension?

The customers will receive the first of two suspension warning notifications

Cancel Queue for Suspension
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To queue the customers for suspension, click on the “Queue for Suspension” button.

5.1.3. Approved by:

If need be, you are able to view who approved the customer suspension. To do this, go to
the customer suspension screen. Click on the “Show / Hide Columns” button and then
click on the “Approved By” button.

& Expert Columns Show ! Hide
Excil Columes

Customer 1D

Customer Group 1D
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After clicking on the “Approved By” button, click on the “Show / Hide Columns” button
again for the menu to disappear. In the customer suspension list, you will now be able to
see who approved the suspension.

Account Total Monthly Overdue Days

Customer Group Code Customer Billing Billing Amount | Overdue Status Status Date Approved By Labels Customer Status
O New group for suspension tasting VAS003 Vasilios Timmotny Vermeulen R 8,800 .00 R0O.00 R 8,800.00 ag pendad 2018-08-08 16:07:30 Strydom Active
O Others ALIoo1 Alice Liddel A11,991.43 R 756.49 R 8,208.98 181 spended 2018-08-10 12:33:14 JD Oterholster Active
O Others HATO0O1 Hats for Africa R 7,700.00 R 250.00 R 7,200.00 177 uspended 2018-07-06 00:00:26 Jennifer Active
O Others GINOOY Gina Bergh R 15,181.00 R 1,508.00 R 7,191.00 177 2016-08-10 12:92:58 JD Oberholster Active
O ABRAHAMS TEST CARDO Carmen Salie R 7,294.00 R 79800 R 4,897 .00 50 2016-08-10 12:33:26 JD Oberholster Active
O New group for suspensien testing 2ZAC001 Zac R7,191.00 R 799.00 R 3,198.00 150 2018-08-10 12:58:41 JD Oterholster Active
O sho Test HEIO01 He Is Risen R 6,292.00 R 799.00 R 3,196.00 150 2016-08-05 16:12:40 Strydom Active
O New group for suspension testing RAFO02 RAF Hodayshyknees R 2,858.00 RO00 R 2,858.00 CE} 2016-08-10 14:95:25 JD Oberholster Active
O Others PERDOT Perlect customer R 2,807.00 RO.00 R 2,807.00 208 2018-07-06 D0:00:26 Strydom Active
Q Others THEQO1 Time & Co R 4,950.00 R 450.00 R 2,700.00 181 Account Suspended 2018-05-30 00:00:37 Byron Raymer Active

5.1.4. Immediate / manual suspension

Should you need to immediately suspend a customer, you will be able to do this by going to
the customer’s profile. Once the profile has loaded, go to the “Account Details” section
and then click on the “Edit” button.
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L4}

Accourt Details ﬂ

& Raset Password [l & Request Updata [l i Request Rating
Categories
Customer Group
Account Code
1D Number
Primary Contact Name
Primary Contact Tel
Physical Address

Client Portal Username

You will now see the following screen:
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Edit Customer #41 - ShoMuney

Account Detail Address Detaill Contacts Poral Login  Biling SageOne Master Sub-Accounts

Account Cancellation Date Yy -MM-DD
Reason for Cancellation Reason for Cancellation
Please Mota:

« Use the last day of the month as cancellation date
» All data accounts will alzo be cancelled after this date
« Al future recurring billing entries after this date will be removed

Immediate Account Suspension

Please note:

« All the customer's data accounts will be blocked

«  The customer will still be able to submit helpdesk tickets and view usage
« The customer will not be notified
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Go to the “Cancellation” tab and then look for the suspension section. To suspend the
customer, click on the “Suspend Now” button. After clicking on the suspend now button,
you will see the following pop-up screen:

Are you sure you want to suspend this customer now?
The customer will not be notified

Click on the “OK” button to confirm the customer suspension. You will now be taken back
to the “Cancellation” tab screen. In the suspension section, you will now be able to see
that the customer is suspended as well as who suspended the customer.
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Account Detail Address Detaill Contacts Portal Login @ Biling SageOne Master Sub-Accounts

Account Cancellation Date YYYY-MM-DD

Reason for Cancellation Reason for Cancallation
Please Nota:

s Use the last day of the month as cancellation date
» All data accounts will also be cancelled after this date
« Al future recurring billing entries after this date will be removed

Immediate Account Suspension

Suspended by Jennifer
Pleaza note:

« All the cugtomer's data accounts will be un-blocked
s The customer will not be notified
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In the red banner on top of the screen, you will be able to see which date and time the
customer was suspended. In the suspension section, you will be able to view who
suspended the customer. After making any changes, remember to click on the “Save”
button.

5.2. Resetting the suspension

Should the customer decide to pay after the suspension process has begun (already been
approved), then you will be able to reset the suspension. During the syncing process
between SageOne and HeroTill, the system will also automatically pick up which customers
have paid their account in full. Should the system pick this up, then the suspension process
will automatically be reset. Please note that the automatic suspension reset will happen
daily at 00:00 AM. If the customer has already been suspended, you will also be able to un-
suspend a customer by clicking on the reset button. For more information, please refer to
section 3.4.4.2.

5.3. Un-Suspending customers

5.3.1. Immediate / manual un-suspension

Go to the customer profile, look for the “Account Details” section and then click on the
“edit” button.
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L4}

Accourt Details ﬂ

& Raset Password [l & Request Updata [l i Request Rating
Categories
Customer Group
Account Code
1D Number
Primary Contact Name
Primary Contact Tel
Physical Address

Client Portal Username

After clicking on the “Edit” button, you will see the following pop-up screen:
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Edit Customer #41 - ShoMuney X
Account Suspended on Wed 29 Aug 2018 at 10:47
This is a Master Account

Account Detail  Address Detaill Contacts Portal Login - Biling SageOne Master Sub-Accounts

Account Cancellation Date | YYYY-MM-DD | m

Reason for Cancellation | Reason for Cancellation

Please Note:

» Use the last day of the month as cancellation date
« All data accounts will alse be cancelled after this date
» All future recurring billing entries after this date will be removed

Immediate Account Suspension

Suspended by Jennifer
Please nota:

» All the customer's data accounts will be un-blocxed
= The customer will not be notified

=
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Click on the “Cancellation” tab and then continue to click on the “Un-Suspend Now”
button. On the pop-up screen, click on the “OK” button to unsuspend the customer.

Are you sure you want to un-suspend this customer now?
Thiz customer will nat be notified

Cancel m

Remember to click on the “Save Changes” button after making any changes.

5.3.2. Automatic un-suspensions
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The suspension module has been built to automatically un-suspend customers who have
paid their account in full. There are however a few things to remember when thinking
about the automatic un-suspension:

» Payment first needs to be allocated to the customer profile in SageOne. In other
words, the customer’s payment first needs to reflect in your bank account.

» After payment has been allocated, the cron needs to run to pull all new receipts.

* Only later, when the midnight cron runs, will the system be able to pick up that the
account has been settled and will the automatic un-suspension take place.

5.3.3. Un-suspended by:

If need be, you will be able to view who un-suspended a specific customer. To view this, you
will need to go to the “Customer Audit Trail” found on the customer edit screen (customer
profile). In the list of actions, you can look for the “Un-Suspend Customer” heading. On
the right-hand side, in the purple section, you will then be able to view who un-suspended
the customer as well as which date and time the un-suspension took place.

Customer Audit Trail o

Jannifer on 2018-08-29 10:52:02
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