HEROTEL How to complete the month end billing run on HeroTill
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Step 1: Set the dates

Step 2: Confirm the dates
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Step 5: Generate Invoices

Step 6: Push to Sage

6.1. Pushing selected to Sage

6.2. Push all to Sage - Invoices screen

6.3. Push all to Sage - Month-end processing screen

6.4. How do I know if the invoices were pushed successfully?
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7.2. Generate debit batch screen

Step 8: Reconcile and downloading the debit order batch

8.1. Reconcile the debit order batch

8.2. Editing Debit Order amounts

8.3. Updating the batch after any changes have been made

8.4. Download the debit order batch

Introduction

The purpose of this document is to serve as a guideline for completing the monthly billing
run that needs to take place. There are eight steps in completing this process and all steps
are explained below. To get the process started, go to “Billing” and then click on the
“Month-End Processing” option.

H gporis ~ Tools

Billing Setup
SageOne Daia

Import Wizard

Products
Exception Reports

Month-end Processing

Recurring Billing
" Debit Aun Batches
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On the month-end processing screen, you will see all the necessary “information” that
needs to be completed as well as the “steps” that need to be taken to complete the billing
run.

Billing Settings I
Current Billing Period August 2018 | - ‘ Month End Cutott 28t
Pariod to generata recurring billing for Last day of the month 1o include data topup and phone call costs. Costs incurred after this date ralls over to the next month.
Current Service Period Same Month As Billing Period
Sarvice period the invoice is for
Current Billing Range 2018-07-29 Until 2018-08-28 Date to show on Recurring Invoices 2018-08-31
Last Finalized Financial Period May 2017 v Recurring Invoice Due Date | 2018-09-05
Month-End Processing z
Action Completed By Completed On
Confirm Current Period [ comm |
Archive Previous Month's Recurring Billing Pending
Generate Recurring Billing Entries Pending
Generate Monthly Draft Invoices Panding
Push Invoices to SageOne Pending
Generate Direct Debit Batch Pending
Download Direct Debit Batch Pending

Remember that should you feel the need, you can run this process twice in one month. All
customer who have already been successfully billed, will not be billed for a second time.
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Step 1: Set the dates

Start the billing run by setting and checking that all the dates are correct. Once you are
done, click on the “Update” button found in the corner on the right-hand side of the page.

Biig Seings 23

Current Billing Period August 2018 2 | Month End Cutoff & 28th

golac Last day of the month to include data topup and phone call oasts. Gosts incurred after this date rolls over to the next manth

Same Montn As Billing Period

Sarvice period the invoice is for

Current Billing Range 2018-07-28  Until| 2018-08-28 IDa(e to show on Recurring \nvou:esl 2018-08-31

Last Finalized Financial Period May 2017 v Recurring Invoice Due Date  2018-09-05

First, you will need to choose the “current billing period”, or in other words, the month
for which you would like to do the billing run for. After choosing the relevant month, check
that you are happy with the rest of the settings.

This will determine the last date of the month for which invoices should be included. This needs to be
Orange: determined before you do your first billing run and will then be the same every month as this date influences
the billing range.

Here, you will be able to view the current service period. This can either be:
* 1 Month after billing period
* 2 Months after billing period

Red: + Same month as billing period
* 1 Month before billing period.
This needs to be determined before you do your first billing run and will be the same every month.
Pink: In this section, you will be able to view the billing range, or date range, for which invoices should be included.
’ This date range is dependent on the day set in the month-end cutoff section.
Purple: Here, you will be able to see what the date on the invoices will be.

If any of these settings or dates need to be changed, you will be able to do this from your
billing setup screen. If you are happy with these settings, click on the “Update” button.
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See full guide on the billing settings on the month end processing screen here: Month-End
Processing&#8217;s Billing Settings Explained

Step 2: Confirm the dates

For the second step, you need to confirm that the dates chosen are correct. You do this by
clicking on the “confirm” button.

Q

Month-End Processing

Action Completed By Completed On

Confirm Current Period Confirm

On the pop-up screen, click on the “confirm” button.

Confirm Recurring Billing Period

Are you sure you want to confirm the period o process is as follows?
August 2018 { 2018-07-29 fill 2018-0B-28 )

Imvaices will oe dated 2018-08-31 and will be due on 2018-09-05

] =
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All old invoices from the previous month now need to be archived. You can do this by
clicking on the “Archive” button. You will notice that as you complete the billing run steps,
they will turn green. You will also be able to see who completed the step as well as the
date and time the step was completed.

Month-End Processing

Action Completed By Completed On
Confirm Current Period Jennifer 2018-06-14 11:59:13
Archive Previous Month's Recurring Billing “

Generate Recurring Billing Entries Pending

Generate Monthly Draft Invaices

Push Invoices to SageOne

Generate Direct Debit Batch

Download Direct Debit Batch

Step 3: Archive previous invoices

After clicking on the “Archive” button, a pop-up screen will appear. Click on the “Archive”
button to confirm the action.
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Archive old Recurring Billing

Are you sure you want to archive the recurring billing data for the previou period?

This will also roll forward the next date for the various scheduled items and will remove
the previous month's auto generated billing

=

Step 4: Generate recurring billing entries.

The next step is to generate the recurring billing entries. This button serves as a refresh
function to ensure that all customer’s recurring billing is refreshed and added to the list
that needs to be billed. This does not generate draft or actual invoices.

Month-End Processing

Q

Action Completed By Completed On
Confirm Current Period 2017-07-31 08:59:45
Archive Previous Month's Recurring Billing 2017-07-31 09:54:50
Generate Recurring Billing Entries
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Click on the “Generate Recurring” button and on the pop-up screen on the “Generate
Now” button to start the process.

Generate Recurring Billing

Are you sure you want to Generate the recurring billing for all customers?
This will not generate the actual imroices, only create the recurring billing entries

Data topups & VOIP usage between 2018-07-29 and 2018-08-28 will be used to generate

recurring billing data. Package changes scheduled up to 2018-08-01 will be used to
determine data package to be billed.

Please note that this will take a while to complete, but that it is crucial to complete this step
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before generating the draft invoices. Once all customer billing entries have been refreshed,
you will see the following:

Please Wait

Generating recurring billing entries... 0,
Lo |

TES010 [ testest

TES009 [ test

TES007 [ test

TES006 [ testwasd

TES005 [ TESTH

TES004 [ TESTH

TES003 test two
TES0021 test

TES002 [ test

TES001 [ testt

ROLOO1 Rollover Test

PIEDO1 Piet Pompies

e N e — -~

A list of all the recurring billing entries can be seen by going to Billing - Recurring
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Billing - Recurring billing entries.

ep-nrts ~ Tools » Sefup- @«

Billing Setup
Sage0One Data

Import Wizard

Products
Exception Reports

Month-end Processing

Recurring Billing Recurring Billing Entries

Debit Hun Batches | Recurring Billing Summary

On the screen, you will see the list of recurring items. You will be able to see on which
customer profile the product is, the product as well as the price for the product. The
“Generate Billing” button in the black section, has the same function as the “Generate
Recurring” button found at the beginning of step 4.
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Recurring Billing Entries All Product Types o| [Austates  |+| [ Ausouces [+ | au
O Seroan Totl 7 11548465 PYTTy  (Fr—— =
00 | v records per page Search: oo e o Excel Columes
ecoumt
Customer Tite Product Type Product Tile Descrption nterval Next Date Enapee
PIEOOT Hosting Products Bronze Hosting Morthly 20180801 B2
ABCOOT Data Products 12M2M Morthly 20180828 (]
ABCOO1 Data Products Home Wireless Basic Morthly 20180828 (]
ABCO0! VOIP Products Prone Line: Nonthy 20160028 (]

Step 5: Generate Invoices

After all billing entries have been refreshed, it is time to generate the DRAFT invoices. All
the monthly invoices will now generate, but they will not be sent to the customer yet and
can still be edited if needed. Click on the “Generate Invoices” button.

Month-End Processing o
Action Completed By Completed On
Confirm Current Period Jennifer 2018-06-14 11:59:13
Archive Previous Month's Recurring Billing Jennifer 2018-06-14 12:10:40
Generate Recurring Billing Entries View Recurring Billng Jennifer 2018-06-14 13:16:46
Generate Monthly Draft Invoices Generate Invoices

Push Invoices to SageOne
Generate Direct Debit Batch Pending

Download Direct Debit Batch

Next, you will need to click on the on the “Generate Now” button found on the pop-up
screen.
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Generate Manthly Draft Invoices

Are you sure you want to generate the monthly invoices from the recurring billing eniries?

This will not push the invoices to SageOne nor send emails to clients, but will only create
draft invoices ready to send.

Invicices will e dated 2018-08-31 and will be due on 2018-09-05

Once all the draft invoices have been generated, you will see the following screen.
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Invoice generation complete

Invoices has been generated for all recurring billing entries

XLS001

TRADDZ2 Training 3
TRADD1 Training Client
TESO11 test
TES010 [ testest
TES009 [ test
TES007 [ test
TES006 [ testwasd
TES005 [P TEST1
TES004 [ TEST1
TES003 test two

—

A list of all DRAFT invoices can be found by going to “Billing” - “Invoices”.
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Billing ~ BReports ~ Tools

Billing Setup
Sane0One Data

Import Wizard

Froducts
Exception Reports

Month-end Processing -
Recurring Billing 4
Debit Run Batches

Credit Card Batches

Invoices

Once the screen is done loading, you will be able to see all the draft invoices that have been
generated
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Select one or more Categories All Customer Groups M ¥ | | All Months Y | AllStates | 7| | AllTypes || | Normal
Invoices e CCHEECPO XMl Create Invoice [| Push Selectedto Sage [| Push Al to Sage
100 |7 records per page Search: Copycaums | ExporCotuns | Expertolunns | Shov /e
Account Document Due Document Pay Document
Code Period Customer Reference Date Date No Method Paid Amount
ZWAO01 May 2017 . - Recurring 2017-05-31 2017-05- Direct R 750.00 [x |8 =
Invoice 31 Debit

ZUP001 May 2017 Recurring 2017-05-31 2017-05- EFT rosooo E@EBE B
Invoice 31

ZAN003 May 2017 . Recurring 2017-05-31 2017-06- EFT R 480.00 [ &) = ]
Invoice 05

ZAN002 May 2017 Recurring 2017-05-31 2017-06- Direct R 245.00 [ &) == ]
Invoice 05 Debit

YOUu001 May 2017 - - Recurring 2017-05-31 2017-05- EFT R 1,260.00 [x |8 =
Invoice 31

YOR002 May 2017 Recurring 2017-05-31 2017-06- Direct r7e000 @EIEE B
Invoice 05 Debit

YOR001 May 2017 Recurring 2017-05-31 2017-06- EFT rerooo @EBE B
Invoice 05

Step 6: Push to Sage

After all invoices have been checked, the draft invoices need to be pushed to SageOne.
Once the invoices have been pushed to SageOne, the invoice will be sent to the customer
and you will no longer be able to edit the invoice. There are three different ways in which
these invoices can be pushed to SageOne.

For quality control purposes, it is advised that the invoices be pushed to SageOne in
different batches by making use of the different “labels”, “categories”, “billing groups”,
“customer groups” or pushing invoices to SageOne via specific payment methods.

All Gustomer Groups. -| | AllMontns ~| | Atstates |+| | AITypes |-/ | Normal

Invoices
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6.1. Pushing selected to Sage

The first red button at the top of the screen, will allow you to “Push Selected to Sage”.
Please note that this will only push the lines that you can view on the screen. In other
words, if you need to push 200 invoices, but you can only see 50 of those 200 invoices on the
screen, then only those 50 invoices that you can view will be pushed to SageOne. You can
change the number of rows that you can view in the blue section.

Al Biling Grougs +| | Al Gustomer Groups z +| | AlMontns *| | Aisiates || | AuTypes |+ | Norm:

Invoices Soloc onaor more Categories Soroon Tota: A 427,160.5 re——— T
oo ¢ oo porpe i s | e

al |

Account Pay Document
Code Period Customer Reference Document t Date Due Date. Document tNo Method Paid Amount || Labels

XLS001 August 2018 Recurring Invoice 20180831 20180005 Direct Debit A1,000.00
TRAOD2 August 2018 Recurring Invoice 20180831 20180831 EFT R 2300
ROLOOY August 2018 Recurring Invoice 2018-08-31 2018-08-81 EFT R 500,00

PIEOOT August 2018 Recurring Invoice 2018-08-31 2018-08-05 EFT R272200

BEEEEE
ooDoBon
DpDone

OFF001 August 2018 Recurring Invoice 2018-08:31 2018-08-05 Credit Card R 184205

After clicking on the “Push Selected to Sage” button, you will see the following pop-up
screen. Click on the “Push Now” button to push the selected invoices to SageOne.

Push Selected Invoices to SageOne

Are you sure you want to push all selected outstanding invoices to SageOne?
26 pending invoices will be pushed.

This will also email the generated imvoices to each customer.
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The selected invoices will then start to be pushed through to SageOne.
6.2. Push all to Sage - Invoices screen

The second way to push the invoices through to SageOne, is by using the “Push All to
Sage” button. This is the second red button found at the top of the screen. With this

button, you can either push all invoices at once, or push invoices according to their
payment method.

Invoices Select one or more Categories. Screen Total: R 427,160.55 Push Selected 10 Sage | Push All 0 Sage m
100 |z records per page Search G | e | ™ | i
Account Document t

Gode period Gustomer Document Date Due Date Document tNo Amount | Label

RLsoo1 August 2018 XS (Pry) L 20180831 20180905 R1.00000 Booen
TRAG2 August 2018 Traning 3 180831 20180851 712300 ooa
AOLo01 August 2018 Folover Test 180831 20180851 71500.00 (18] =]
PiEC0! August 2018 Pit Pomsies 180831 20180505 R272200 ooa
OFF001 August 2018 Office Reliance CC 2018-08-01 2018-09-05 R1,842.05 [ [s8]  [&] =]

To start, click on the “Push All to Sage” buttxon. On the pop-up screen, choose the
payment type you want to push, and then click on the “Push Now” button.
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Push All Invoices to SageOne

Are you sure you want to push all outstanding invoices to SageOna?

This will also email the generated invoices to each customer.

Direct Debit Credit Card Cash

6.3. Push all to Sage - Month-end processing screen

The third way you can push invoices to SageOne, is by sending all invoices at once without
doing any quality control checks. Please note that although it is not wrong to do it this way,
we would advise that you do quality checks. To push all invoices in this way, go to the
month-end processing screen. Once the screen has finished loading, click on the “Push to
SageOne” button.
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Month-End Processing

Action

Completed By Completed On
Confirm Current Period Jennifer 2018-06-14 11:59:13
Archive Previous Month's Recurring Billing Jennifer 2018-06-14 12:10:40
Generate Recurring Billing Entries View Recurting Biling Jenniter 2018-06-14 13:16:46
Generate Monthly Draft Invoices m Jennifer 2018-08-14 13:25:07
Push Invoices to SageOne Push to SageOne

Generate Direct Debit Batch Panding

Download Direct Debit Batch Pending

Click the “Push Now” button on the pop-up screen.
Push Invoices to SageOne

Are you sure yvou want to push all outstanding invoices to SageQne?

This will also email the generated invoices to each customer.

6.4. How do I know if the invoices were pushed successfully?
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Once the selected invoices have been pushed through to SageOne, you will see a pop-up
screen similar to this one.

Invoice push complete

All outstanding invoices have been pushed to SageOne

XLS001 INVOO0O0283 R 1,000.00 -
TRADOZ INVOODO02E2 R 23.00 -
ROLOO01 2018-08-31 £l R 500.00 -
PIEDOT INVOOOO2E1 R 2,722.00 -
OFF001 2018-08-31 [EN R 1,842.05 -
MNEWOO1 INVODDD280 R 2,000.00 -
LTEOO1 2018-08-31 £ R 2,879.00 -
LIADOT INVOODD27S R 23.00 -
JOHOO0T INVOD0027E R 720.50 -

JES001 INVO0D0277 A 30,750.00 -

All invoices that have been pushed to SageOne successfully, with be marked with a green
tick. All invoices that have not been pushed to SageOne, will be marked with a red cross. If
you need any assistance in getting these invoices pushed to SageOne, please do not hesitate
to contact our support team.
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Step 7: Generating Debit Order batch

After all invoices have been successfully pushed to SageOne, you will need to generate your
Debit Order batch(es). You can do this either from the month-end processing screen or die
generate debit batches screen.

The system will generate a separate debit batch for each billing run that you have. In other
words, if you only have one debit order a month, the system will only generate one debit
batch. If you have multiple debit order runs a month, then the system will generate multiple
debit batches - one for each billing run.

Please note that when generating your debit batch, that invoices added to previous debit
batches will not be taken into account.

7.1. Month-end processing screen:

After all invoices have been successfully pushed to SageOne, you will need to generate the
Debit Order batch. You can do this by either clicking on the “Generate Direct Debit
Batch” button.

Month-End Processing =

Action mpleted By Completed On
Confirm Current Period enniter 2018-06-14 11:58:13
2018-06-14 12:1040
Generate Recurring Billing Entries 2018-06-14 13:16:46

Generate Monthly Draft Invoices

Col
!
Archive Previous Month's Recurring Billing Jennifer
il
! 2018-06-14 13:25:07
!

i
ifer

i
Push Invoices to SageOne i 2018-06-14 13:55:17
Generate Direct Debit Batch

Download Direct Debit Batch

A
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After clicking on the “Generate” button, you will see the following pop-up screen. Click on
the “Generate Now” button.

Generate Direct Debit Batch

Are you sure you wani to Generate the Direct Debit Batch?

Oinly invoices meeting all of the following criteria will be included in the direct debit batch:
+ Invoices already pushed to SageCne
+ Invoices marked as being paid via Direct Debit

# Invoices generated between 2018-07-29 and 2018-08-28 or the Recumring invoice
date 2018-08-31
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Once the debit order batch has completed generating, you will see the following message.

Direct debit batch generation complete

A summarised direct debit batch has been generated for all matching invoices

After the debit batch has generated, you will be able to download the debit batch(es) from
the month-end processing screen or the generate debit batch screen (section 7.2).

Month-End Processing -]
Action Completed By Completed On

Confirm Current Period Jennifer 2018-06-14 11:58:13
Archive Previous Month's Recurring Billing Jennif 2018-06-14 12:10:40
Generate Recurring Billing Entries View Racurring Billing Jenniter 2016-06-14 13:16:46
Generate Monthly Draft Invoices Jennifer 2018-06-14 13:25:07
Push Invoices to SageOne m Jennifi 2018-D6-14 13:55:17
Generate Direct Debit Batch Jennif 2018-06-15 15:47:22
Download Direct Debit Batch Jennifs 2018-06-15 15:47:22
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7.2. Generate debit batch screen

Alternatively, you can generate the debit order batch by going to “Billing” - “Debit Run
Batches” - “Generate Debit Batch”.

Hepnrts ~ Tools ~ Sefup - @ -

Billing Setup
Sage0One Data

Import Wizard

Products
Exception Heports

Month-end Processing
_ g 1g for

Debit Hun Batches Generate Debit Batch

After the screen has loaded, you will see the screen below. The screen will automatically be
filtered according to the specific month’s billing run that you are busy with.
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Generate Debit Batches [nogustzos || =3
[0 [o]ocoras por pag Soaeh e [N
Number
Month 1 Date From Date To Batch Description Batch Breakdown Customers Batch Total
20180801 00729 ez Genoratod o 2016-06-15 f neszeon CIED
Showing 110 1 of 1 entres Previous - Next

To generate a debit batch from this screen, click on the “Generate Batch” button. You will
then see the following pop-up screen:

Generate Debit Order Batch

Batch Maonth: June 20168 l

Batch Description: | Baich Description

Invoices From: Invoices From
Invoices Till: Invoices: Till

Batch contents are generated from:
« Al completed imvoices (posted to SageCine) that are marked as payable via Direct Debit

= Hawven't been previously allocated
= Invoices dated within the date range or on the recurring invoice date for this billing period (even if
the recurring invoice date is outside of the date range)

Cancel
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Green: Ensure that you have chosen the correct month.
Dark Blue: Give the batch a name:
: - For example: September batch 20170801
Purple: Select the first dates from which all invoices need to be included. You can view this date on the month-end processing screen.

Select the last date for which invoices need to be included. You can view this date on the month-end processing screen.

Please note that all your recurring invoices will be allocated to this batch, even though they
are outside of the “ ” date. After completing the details, click on the

“Generate Batch” button.
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To download your debit batch, please refer to section 8.4.

Step 8: Reconcile and downloading the debit order
batch

8.1. Reconcile the debit order batch

Before downloading and submitting the debit order batch, you will need to check the list for
any irregularities as well as ensure that all requested changes have been brought into
effect. To do this, go to “Billing” - “Debit Run Batches” - “Debit Batch Details”.

-He;-orts -~ Tools » Setup= &=

Billing Setup
Sage0One Data

Select one or more Categ
Import Wizard

Froducts
Exception Reports

Month-end Frocessing c
]

Recurring Billing

Debit Run Batches

Credit Card Batches

| Generate Debit Batch

Debit Baich Details
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On the following screen, you will see a list of all debit orders that have previously been
processed.

Deblt Select one or more Categories Al Billing Groups " | | All Customer Groups " | | August 2017 AllDays |7 | Screen Total: R 319,648.77 Refresh
Batch

Details
v Copy Columns Export Columns Export Columns Show / Hide
oL records per page Search: Clipboard csv Excel Columns.
Branch Customer Total Debit
Month Day Account Code Customer Code Account Number Current Balance Due |F Amount
2017-08-01 31st [rgre— - e e LR - R0.00 R 0.00 R 80,219.00 R 80,219.00
2017-08-01 31st u - - - LR R0.00 ( R 177,037.39 R 69,465.92 R o.oo)
2017-08-01 31st - L] L] [r— R0.00 [ R -12,337.00 R 12,086.00 R 12,086.00)
Black: In this section, you need to choose the date for the debit order details that you want to view.

Customer Balance:
This is the customer balance according to the age analysis. Remember, that this amount should be considered before debiting the customer’s account.

Light Blue: Total Due:
ght *  This is the total amount due for all Debit Order invoices generated on the customer profile in that month.

Debit Amount:

This is the amount that the customer’s account will be debited with. The debit amount should always be checked as it doesn’t take the age analysis into account.

Green: This is an example of a perfect debit order line item. You can see that the Total Due is the same as the Debit amount.

In this section, you can see an example of a debit order line item that is incorrect. The “Customer Balance” and the “Total Due” amount both suggest that a debit order
Red: needs to be submitted for the customer, but in the “Debit Amount” block, you can see that no debit order will be submitted for the customer as the amount entered is

RO.

In this example, you can see in the “Customer Balance” section that the customer has credit. You can also see that the credit is more than the “Total Due” amount.
This means that the customer’s “Debit Amount” should be changed to R0.

Dark Blue: In cases where you need to change the customer’s “Debit Amount”, you can click on the “Edit” button to change the amount.

Purple:

8.2. Editing Debit Order amounts
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In cases where you need to edit the customer’s debit order amount, look for the customer
and then click on the edit button found on the right-hand side of the screen. After you have
clicked on the edit button, you will see the following pop-up screen.

Edit Direct Debit Entry for By ~ B

Amount Due R | 399.00 Inclusive of VAT
(Actual Amount R | 399.00 Inclusive of VA'a
Debit Order Day 31st v

Bank Name HE
Branch Name E mE
Branch Code u
Account Name u LR
Account Type [ X |V

Account Number

Close Update
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Edit the “Actual Amount” to the amount that this should be and then click on the
“Update” button. One would usually edit the debit order amount for customers who have
credit on their profiles or customers who have special payment arrangements.

8.3. Updating the batch after any changes have been made

After any changes have been made debit order amounts, you will need to re-generate the
batch. To do this, go “Generate Debit Batches”. When the screen is done loading, look
for the debit order batch you want to regenerate and then click on the orange button found
on the right-hand side.

Generate Debit Batches

September 2017 | ¥ | | Batch Description Invoices From Invoices Till
Batch contents are generated from all the completed invoices (posted to SageOne) that are marked as payable vie Direct Debi
. Export Columns | Export Columns | Show/ Hide
i records per page Search: Excel Columns.
Date Date Batch Number Batch
Month |¥ From To Description Batch Breakdown Customers Total
2017-09-  2017-07- 2017-  Batchtest & R 768.00 on 2017-10-01 2 R768.00 @

01 01 09-05

After clicking on the “re-generate” button, you will see the following button. Click on the
“OK” button if you are sure that you want to re-generate the debit batch.
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Are you sure you want to re-generate this debit batch?

You should never re-generate a debit batch once it has been sent to the bank for
processing

Cancel m

Please note that you should never re-generate a batch after the batch have been submitted
to SagePay for processing.

8.4. Download the debit order batch

To download the debit order batch, click on the blue button found under “Batch
Breakdown”.
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Date Date Bateh Number Bateh

Month [F From To Description Bateh Braskdawn Customers Total
2017-09-  201707-  2017- Batch test 2 nA7mes0n | u
(] o 0905

Once the debit order batch is done generating, you will see the following pop-up screen. On
this screen, you will be able to choose whether you want to download the “Old SagePay
Format” or the “New SagePay Format”.

Download Debit Batch

Debit batch generated successfully. File ID: 1908183882

———

After you have downloaded the debit order batch, it will be in the correct format for you to
import the document into SagePay.
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