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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 “Account Details” section and then click on the “Edit” button.
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On the following screen, navigate to the “Master” tab. On this screen you will need to
complete the following settings:

 

 

 

 

 

 

 

Red: To mark the customer as a “Master Account” switch the toggle button to yes.

Pink:
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.

 

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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3. Sub-accounts
 

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.
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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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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.
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After you have added a sub-account, you will see the following screen:
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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)”.
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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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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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You will notice that this invoice will look like the normal monthly invoices that your ISP
sends out. In the blue 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.


