HEROTEL Master and Sub-Accounts Manual

1. Master and sub-accounts

HeroTill now has the functionality to keep track of master accounts and sub-accounts. This
will be especially useful in cases where you have companies with different branches that
need to be linked to the master (main) profile. With this new functionality, you will also be
able to decide whether each sub-account needs to be billed individually or whether all
billing should be billed to the master account. If the only the master account is billed, then
the master account will receive an individual invoice for each sub-account linked to that
profile. If each sub-account is responsible for their own profile, then each sub-account will
receive their own invoice.

2. Master accounts

To be able to mark an account as a master account, you need to go to the customer’s profile.
Look for the “ ” section and then click on the “Edit” button.
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Edit Customer

AT T W EE N . =
Account Details o

Customer Group Other
Account Code WONOD1
Company Name
VAT Number 0209080902908
Primary Contact Name
Primary Contact Tel 07995309359
Physical Address

Client Portal Username WOMNDOOD1
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On the following screen, navigate to the “Master” tab. On this screen you will need to
complete the following settings:

Edit Customer #23 -

Account Detaill Address Detail Contacts Portal Login Billing SageOne  Account Expiry § Masier

Is Master Account Yes -

Bill All To Master Account Mo

Red: To mark the customer as a “Master Account” switch the toggle button to yes.
If the master account should be billed for all the sub-accounts, switch the toggle button to
yes. This means that the master account will receive an invoice for each sub-account linked

to it.
If each sub-account is responsible for their own account, leave the toggle button on no.

Pink:

Click on the “Save” button found at the bottom of the screen to mark the customer as a
master account. After the customer profile has been marked as a master account, an orange
banner will appear on top of the customer profile to inform you that “This is a Master

Account”.
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Edit Customer

Account Details m o Radius Data Packages

Active Data Sessions

Customer Group Otner
Account Code WONOO1

Company Name.

3. Sub-accounts

Previous Data Sessions
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To link a sub-account to a master account, you will need to go to the master account
profile. From there, go to the “Account Details” section and then click on the “Edit”

button.

Edit Customer

Customer Group Oiher
Account Code WONOO1
Company Name
VAT Number 030902090909
Primary Contact Name
Primary Contact Tel 0709930039
Physical Address

Client Portal Username WONOO1

&
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On the following screen, navigate to the “Sub Accounts” tab. On this screen you will need
to complete the following settings:
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Edit Customer #23 - HEE——.——

Account Defail  Address Detail Contacts Portal Login - Billing SageOne  Account Expiry  Master § Sub Accounts

Shnrw| 10 * | Rows Ssamh::

ID | AccCode Customer Mame Contact Number Contact Email

Mo data available in table

Showing 0 to 0 of 0 entries Previous Mext
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Click on the “Add” button to link a sub-account to the master account. On the pop-up
screen, look for the relevant customer in the drop-down menu and then click on the “Add”
button.

Add Sub Account

B 1
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After you have added a sub-account, you will see the following screen:

Edit Customer #23 - *‘ﬁ i |

Account Detail Address Detail Contacts Portal Login  Billing SageOne  Account Expiry Master | Sub Accounts

Customer Name Contact Number Contact Email

Showing 1 to 1 of 1 entries Previous n MNext
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You will now be able to view a list of all sub-accounts linked to the master profile with their
contact details. To go to that particular sub-account’s customer profile, click on the black
button found on the right-hand side. To remove a sub-account from a master account, click

on the red x. Remember to click on “Save Changes ” after adding or removing sub-
accounts from the master account.

After marking a profile as a sub-account, the sub-account will have a banner on top of the
profile to mention that “This is a Sub-Account of (master account name)”.

Edit Customer + Add New Customer [C et
# e e a
Account Details m s Radius Data Packages m = Data Usage n v [vontn | e || &
Username: [= [ - e W8 Upoad I Dowricad
Package: 080120068 "
Customer Group Other [y m—r Mority) = |
Account Code EDD0OY
1D Number Active Data Sessions m =
Primary Contact Name
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4. Billing

With the master and sub-accounts function, you have the option to either bill all to the
master account or bill each sub-account individually. This is set up when the profile is
originally marked as a master account (refer to section 2).

4.1. Bill all to master account:

When bill all to master account is enabled, all invoices from sub-accounts will be made out
to the master account. Your invoices for will look similar to the screenshot below:
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INY NUMBER: MW O000055
ACCOUNT CODE: JENDDA
QRIGIN REF: EDDO01
W LATE: 2
DUE DATE: 2016-03-08
FROM TO
== T N - =
VAT NC: CUSTOMER WAT NO:
POSTAL ADDRESS: PHYSICAL ADDRESS: POSTAL ADDRESS: FHYSICAL ADDRESS:
|
Type agy Irzl Price Disc % Incl Total VAT Excl Tolal
BANDWIDTH 10Mb's Uncapped - T 1.00 0.00% EE m
Total Exclusive: ] =
Bank:
o Total VAT: R
Branch MNamea:
Branch Code: Total Inclusive: R immm
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In the pink section, you will be able to see the master profile’s account code, as well as the
“Origin Ref” which will be the account code of the sub-account from which this invoice was
generated. As mentioned above, when the bill all to master account function is enabled, all
sub-account invoices will be made out to the master account. You will be able to view the
master account’s details in the orange section.
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4.2. Bill each sub-account individually

When bill all to master account is disabled, all sub-account invoices will be made out to the
sub-account instead of the master account. Your invoices for will look similar to the
screenshot below:
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TAX INVOICE

INV NUMBER: INVODO00SE
ACCOUNT CODE: ALIBOT
INV DATE: 2018-02-28
DUE DATE: 01 8-03-05
FROM TO
- -
VAT NO: CUSTOMER VAT NO:
FOSTAL ADDRESS: PHYSICAL ADDRESS: POSTAL ADDRESS: PHYSICAL ADDRESS:
Type Description Oty Inc! Prica Disc % Ine! Total VAT Excl Total
BANDWICTH 10Mbis capped - 1.00 0.00%
Tolal Exclusive:
Bank: ) -
Account Ne: oAl
Branch Mame: S
e Total Inclusive: EOm
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You will notice that this invoice will look like the normal monthly invoices that your ISP
sends out. In the section, you can see that the invoice is made out to the sub-account
and not a master account as there is no origin ref section as per section 4.1.
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4.3. Suspending customers for non-payment

Before suspending master accounts or their sub-accounts, it is suggested that there is good
and clear understanding with regards to non-payment, overdue accounts and suspensions.
With the new suspension module, you now have the ability so either suspended single sub-
account or to bulk suspend the master account and all sub-accounts linked to their profile.

For more information on how to use the new suspensions module, please refer to the
suspension manual.
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