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1 Introduction

On the School Panel landing page, the focus is on people management, which includes students, individuals, and families. If you have a FACTS account and
Odoo Synchronization, the "Configuration" and "Sync with FACTS" sections will be automatically populated.

However, even if you don't have those accounts, the School Panel will still function. You can manually "enroll new students" and create families in the School
Tuition Management module.

8 School Panel Peopiemanagement  Finance Management  Configuration  Sync with FACTS * o' ¢ A ng)
Students Q
ENROLL NEW STUDENT v Filters =GroupBy = Favorites 1-80/83 € > =2 =

Amalia . Aura Esther , Emily Joel
10.100 10,101 10.102 10.103

Dandel Ester Amanda , Gonzalo
10,104 10.105 10.106 10107

Dandel Scott Emery 1, Connor Elon Lucas Evan
101 10.109 10.110 10
Jackson May Hayden Gisele
10112 10113 10114 10.115
|

Arrojo Amuchastegui, Andrés , Aneki Bluney , Bayron Javier dridn
10.116 10117 10.118 10.119

This document covers the step-by-step instructions.
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2 Odoo Configuration

FACTS configuration will be set by EduWeb as part of the custom module installation

9.1 Configuration and Sync with FACTS

This configuration is necessary to enable the applications in a specific school year in Odoo Admissions to show in FACTS' list of importable students’ documents.

# School Panel  Peopie management

Students

ENROLL NEW STUDENT

10.100

Amalia

Dandel
10.104

Dandel
101

Jackson

JE— 10.112

Arrojo Amuchdstegui, Andrés
10.116

© EduWeb Group

Finance Management Configuration

10101

10.105

10.109

10113

1017

1 2

. Aura Esther

Ester

Scott Emery

, Aneki Bluney

Sync with FACTS

* o' ¢

v Filters =GroupBy « Favorites

10102

10.106

10.110

10114

10118

Emil

Amanda

1, Connor Elon

Hayden

. Bayron Javier

10.103

10.107

nm

10115

10119

£0/83 ¢ >

Joel

, Gonzalo

Lucas Evan

Gisele

\dridn

ng)

Q

1. The School Panel is divided
into three sections:
Demographics, School Tuition
Management, and
Configuration & Sync with
FACTS. Below is an image
showing where you can find
the (1) Configuration and (2)
Sync with FACTS options.
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$22 School Panel People management Finance Management Configuration Sync with FACTS 2. By navigating to "People
Management," you can find the
sections for Students,
Students Students Individuals, and Families.

ndividuals These are the automatically
ENROLL NEW STUDENT
_ Families synced data from FACTS.
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2.2 Demographics

Calendar School Panel

= @

Accounting Website

2

Approvals

Purchase

1. From Odoo Menu, go to
school panel.

© EduWeb Group
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B School Panel

Students

ENROLL NEW STUDENT

10.100

10.104

101

wn2

10116

People management

Arrojo Amuchdstegui, Andrés

Fnance Management Configuration Sync with FACTS

v Filters

. Aura Esther
1010

Ester
10105

Scott Emery
10.10%

10013

. Aneld Eney
10117

uGeoup By o Favorites

. Emily
10.102

10.106

10.110

10114

10118

10103

10107

\ Connor Elon

wm

nns

10119

Q
L 2 o=
Joed
. Goezalo
Lucas Evan
Giselde
varién

#22 School Panel

Students

People management

Students

Individuals
ENROLL NEW STUDENT
Families

Finance Management Configuration

Sync with FACTS

vFiltros =Agruparpor + Favoritos

2. After clicking on the School
Panel, you have the option to
change your preferred view
between list view or Kanban
view. You can find this option in
the upper right-hand corner. It's
worth noting that the list and
Kanban view also apply to
individuals and families.

3. To access the student’s
information, navigate to People
Management and click on
"Students." This action will
display the image below. From

10400 Dana Amalia 10101 . Aura Esther 10102 . Emily therg, .you can select the .
specific student of your choice,
and the landing page will show
all the students.
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School Panel People management Finance Management Configuration Sync with FACTS

4. Inside the "Students" tile,
you will see various tabs that
display information about

ENROLL NEW STUDENT ~ MAKE CHARGE # Accion Families, Relationships,
Healthcare, Academics,

o Syncfrom P Enrollment History,

K’ WS K~ Tuition plans Demographics, and Finance.
These pieces of information are
automatically populated from
Student FACTS. You can verify the

. P accuracy of the displayed
Amalia = information through the image

1 0.1 00 ’ provided.

Students / Dana Amalia

First Name Dana Amalia Address partner link
Middle Name Address
Last Name

Families Relationships Healthcare Academics Enrollment history Other Demographics Finance

Family of n
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Students /

—

Student
Flores Santana,

10.101

Agregar linea

Individual Relationship ty.. Custody
Flores Morales, Father v
Mother v

First Name Aura Esther Address partner link
Middle Name Address
Last Name
Families Relationships Healthcare Academics Encoliment history Other Demographics Finance

Corresponden... Grade Related Family Port.. Emergency contact

- - v

(T
Invoice recipie..
- e
b a

5. Navigating to the
"Relationship" tab, this feature
allows you to see the
connections between students
and their associated
individuals.

© EduWeb Group
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People management Finance Management Configuration

#22 School Panel

Students / Flores Amalia

EDITAR ENROLL NEW STUDENT MAKE CHARGE

, Dana Amalia
First Name Dana Amalia Address partner link
Address
Last Name Flores Santana
Families Relationships Healthcare Academics Enroliment history Other Demographics

Financial Family Category
responsibilities

Family of Tuition

Family of Student Fees

Agregar linea

© EduWeb Group

Sync with FACTS

© Accién

s WS R/ Tuition pla

Finance

Percentage (%)
100% &
100% &

6. In the "Finance" section, you
can view the Financial
Responsibilities, which includes
the ability to add or remove
families invoice assignment, if
necessary.

You can also set the base
percentages for different
products categories amongst
the families totaling 100%.

It's important to note that only
linked families can be added in
this section. The purpose of
this feature is to which family to
invoice of a specific category. If
the configuration is not properly
set up, an error may occur
when processing an invoice.
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Individuals

CREAR

, Ksenia

Peter

, Stacy

# School Panel  People management

Reyes-Ordeix

Finance Management

Configuration Sync with FACTS

Non student x

vFiltros  =Agruparpor  # Favoritos

,Marta
Reyes -
, Fictitious Papa , Fictitious Mama
Juan Daniel , Yoselis Daria
, Davis , Cristina

1-80/123 € )

, José Luis

,Kim

1, Nathaniel

y Marce

7. Individuals are found in the
“People Management”. This
shows all non-students’
information on this part.

© EduWeb Group
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i School Panel re ent  Finance Many

8. To access the family

Y

Families Q information, go to "People
vFivos =Agruparpor  Favoritos N ¢y B Management" and click on
"Families." The displayed
Family of Family OHearn, Day,| image shows various details
vy Ty L . such as individuals, students,
F st Stutents and finance. These details are
< hd synchronized from FACTS.
Leal; Family of Family of Villahoz, Family of
Individuals. Individuals Individuals. Individuals:
Students: \l‘
L Students: F Students: F Students:
< -
Family of Family of Flores Family of Tatman Family of
Individuals. Urbdez Individuals. Individuals:
F Wndividuals F F
Students: Students: Stadents:
2 Students 2 2
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School Panel People management

Families / Family of

EDITAR Q.3

Family
Family of

Facts ID

Individuals Students Academics

, Javier Enrique

Other

Finance Management

Finance

Configuration

Sync with FACTS

& Accion

Annie

7~ Sync from
Ks WS

9. From the list of families, you
have the option to select and
edit the specific family you want
to modify. This allows you to
make changes or updates to
the selected family's
information according to your
requirements.

© EduWeb Group
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School Pane] People management

Families / Family of

EDITAR NI\

Family
Family of

Facts ID

Filter Invoice Address Parents only
Allow

Finance Management

Individuals Students Academics Other

Finance

Invoice Address i, Annie

Sync with FACTS

& Accion

7~ Sync from

L

WS

10. In the finance tab, you can
view the invoice address. The
invoice address is set for one of
the individuals within the family.
When issuing an invoice to this
family, the invoice address will
be automatically used as the
customer address. This
ensures that the correct
address is associated with the
invoice and facilitates smooth
communication and delivery of
financial documents.

© EduWeb Group
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3 School Tuition Management

ent Finance Management Config

david Tuition Management

J Tuition Templates
1ARG

Tuition Plans

i school Panel People management  Finance Management  Configuration  Sync with FACTS

Tuition Templates Q

CREAR YFitros  mAgruparpor  # Favoritos /86 ¢ ) B E

1. To view the tuition fees for
each grade level, go to Finance
Management and click on
"Tuition Template'.

2. Click “create”.

© EduWeb Group
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#22 School Panel

NEW TUITION PLAN

Tuition Templates / Nuevo

eI UL DESCARTAR

People management

Finance Management Configuration Sync with FACTS

Agregar linea

Name
Program v (2 Pricelist Option Fixed prices
Default journal Customer Invoices vz
Payment terms
Lines Instaliments Discounts Recurring options
Installment template Quarterly
Name Type Day type Day of the month  Month
s @ Quarterly First day 0 September
s Q2 Quarterly First day 0 December
s Q3 Quarterly First day 0 March
Q4 Quarterly First day 0 June

Real date

01/09/2023
01/12/2023
01/03/2024
01/06/2024

B ® & o

3. After clicking "Create", you
will need to set up the
installments. To do this,
navigate to the "Installments”
section. Here, you can define
the specific installment plans
and payment schedules
according to your requirements.

© EduWeb Group
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Instaliment template

Name
$  September
$ October
$  November
¢ December
— January
¢  February
< March
=] April
= May
$  June
Add a line

Lines Instaliments

Discounts

Monthly

Type

Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly
Monthly

Recurring options

Day type
First day
First day
First day
First day
First day
First day
First day
First day
First day
First day

Day of the month

O O 0 O 0 0 0 ©0 0o o©

Month
September
October
November
December
January
February
March
April

May

June

Real date
01/09/23
01/10/23
01/11/23
01/12/23
01/01/24
01/02/24
01/03/24
01/04/24
01/05/24
01/06/24

0 mono0nn00n0n

4. After going the 'Installment'
tab and choose your preferred
option by clicking on the drop-
down option.

© EduWeb Group
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Tuition Templates / Nuevo

(elILGO U DESCARTAR

NEW TUITION PLAN

Name

Program
Default journal

Payment terms

v (4 Pricelist Option Fixed prices

Customer Invoices

Lines Installments

Discounts

Sibling Discounts
Discount Option
Discount Product/s
Discount Product
Child number

Agregar linea

© EduWeb Group

Recurring options

- Status Type

Filter School Structure

Category

Discount %

5.1f you need to apply a sibling
discount, you can do so by
going to the "Discount” tab. In
this section, you can input the
correct information related to
the sibling discount. By
specifying the applicable
discount details, you can
ensure accurate calculations
and adjustments for tuition fees
involving siblings.
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Tuition Templates / Grade

NEW TUITION PLAN

Grades1-3

Program .

Default journal Cusiomer Invoices v [/

Paymant terms Pag0 Inmedato 'y
Recurring oot

Sy

Invoice Method ) - .

Post-action option ’ v

v g

Sale order/quotation Turtion plam Sale order/Quotaton v (7

-1 mal template

Invoice mad template Tuition plan Ievoice v [/

© EduWeb Group

Pricelist Option

A X
Fiscal Position
Tax Country

ANalytic aCCount

6. Go to 'Recurring Options'
and select the preferred invoice
method if you want
invoice/sales order.

Post-action option — is the
system automation once the
set installment dates arrive.
You can choose between
“Confirm” which means the
invoice or Sales Order will be
posted automatically; or
“Confirm and send” to post and
send to the invoice address; or
“Do nothing” to have the
invoice/SO in draft status.
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Lines | Installments = Discounts | Recurring options 7. To set the default months for
Product Descripti..  Instaliments Account Quantity Defaultunitpri.. Tax.. Discount Subtotal ingtallments., naVigate to the
New T~ (£ NewTuition (‘September X )( October X )( November X) 700000 Sales of goodsin - £ 10,00 345,00 € 0,00 345000€ @ :'LlneS" SeCtl?n and select
Secemier 3 Janoae 30 (Febroare Installments' from the drop-
farch % ) ( April X )( May X ) June X down menu. It is recommended
to choose all the months as the
Add a line default option. This allows for a

standardized and consistent
installment schedule across the
board, simplifying the process
for managing tuition payments.

© EduWeb Group Page 21 of 100
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22 School Panel People management Finance Management Configuration Sync with FACTS
8. To set up your invoice
Tuition Templates / Grades1-3 method, click on the dropdown
button of "Payment Terms" and
DESCARTAR _
select your preferred option.

This feature can also be used

NEW TUITION PLAN ’ ©
to give cash discounts for early

payments.
Name
Program v (7  Pricelist Option Fixed prices -
Default journal Customer Invoices -z
Payment terms Pago inmediato 2

Lines Instaliments Discounts Recurring options

Product Description  Instaliments Account Quantity Defaultunitpri. Tax. Discount Subtotal H

s+ Mensualid.. Tuition .'::Scptcmbcr: O\"lobcv 700000 Tuiti 1,00 1,00 € 0,00 10€ 8
,':_‘Norcmbcrj I:Dcccmbcrt]
IiJnnunry:: :f;bm.)ry; !m\
(april)(May )(June)

Agregar linea

© EduWeb Group Page 22 of 100
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Name

Grades1-3

Tuition Templates / Grades1-3

GUARDAR DESCARTAR

NEW TUITION PLAN

Program
Default journal

Payment terms

Lines Instaliments

-z

Customer Invoices

ML=

Pago inmediato

Product

Mensualid..

Description

Tuition

Agregar linea

Discounts Recurring options

Installments

(November) (December)
(January)(February) (March)

€

Account

700000 Tuiti...

Pricelist Option

Quantity
1,00

Fixed prices

1,00 €

Default unit pri... I‘ax...

Discount

0,00

Subtotal
100€ &

9. Now you can set up and put
the information for “Product”,
“Description” and “Default
Price”.

Save.

© EduWeb Group
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Tuition Templates / Grades1-3

(IGO0  DESCARTAR

NEW TUITION PLAN

Pricelist Option

Name
Program
Default journal Customer Invoices
Payment terms Pago inmediato
Lines Instaliments Discounts Recurring options
Product Description Installments
Mensualid... Tuition ( September ) ( October

November )( December

January )( February | (March )

April )( May )( June )

Agregar linea

© EduWeb Group

Default unit pri...

(<] < |

Subtotal E

Product
Instaliments
Account
Grade levels
Domain
Journal
Taxes
Discount

Subtotal

10. To view and edit the
financial template for each
grade level, navigate to
Finance Management and click
on the 'Tuition Template'
option. Within the template, you
will find three dots on the left
side, which provide options to
edit or remove unnecessary
lines. By selecting the
appropriate option, you can
make changes to the financial
template as needed, ensuring it
aligns with the specific
requirements of each grade
level.
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Name Type Day type Day of the month  Month Real date

September Monthly First day September 01/09/2023 W
October Monthly First day October 01/10/2023 o}
November Monthly First day November 01/11/2023 ]
December Monthly First day December 01/12/2023 o}
January Monthly First day January 01/01/2024 0]
February Monthly First day February 01/02/2024 W
March Monthly First day March 01/03/2024 o]
April Monthly First day April 01/04/2024 W
May Monthly First day May 01/05/2024 o}
June Monthly First day June 01/06/2024 W

© EduWeb Group

=y

11. To modify the settings of
the installments, click on the
specific month that you wish to
edit. This action allows you to
make changes to the
installment details for that
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a

Lines

Product

Instaliments

Descripti...

Discounts Recurring options

Instaliments

New Tuition New Tuition

Add aline

(January )(February ) (March)

Account

700000 Sales of goods in Spa||

Grade levels

Quantity Default unit pri...
10,00 34500 €

Tax...

Discount

0,00

oBpE@

<

on

Subtotal

Product
Installments
Account
Grade levels
Domain
Journal
Taxes
Discount
Subtotal

12. Lastly, indicate the “Grade

Level”.

© EduWeb Group
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4 How To Create Tuition Plans

People management Finance Management Configuration

1. To access the "Tuition Plan"
section, navigate to Finance
Management and click on
"Tuition Plan."

Tuition Management

Tuition Templates

| Tuition Plans I

2. To create a new tuition plan,
go to Tuition Templates then
click “New Tuition Plan”.

Pre-K Half Day

NEW TUITION PLAN Paid 1008

CONFIGURATION

Income Due

© EduWeb Group Page 27 of 100
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3. Then add students for the
tuition plan, by clicking (1) “add
a line”. Then tick those
students that you want to
create Tuition Plans, then (2)
select. Then click “Confirm”.

4

Odoo x
Post tuition plans
Studets
EactsID __UDID i
Add a line
Anadir: Students x
Q
MAKE A CHARGE | 8@ seleccionado
Y Filtros = Agrupar por # Favoritos 1-80/82 < >
© Accion
Nombre FactsID UDID
Flores Santana, 10100
Flores Santana, 10101
Tatman, 10102
Gonzalez 10103
Cordero 10104
Cordero Gémez-Lor, 10105
Sanchez Dimitrova, 10106
Alcantara Rengifo, 10107
Herrera, 10108
Bolles 10109
Bolles 10110
Bolles 10111

© EduWeb Group
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i School Panel  People management

Tuition Templates / Tuition Plans

CREAR

TP/

Total:

TP/2023/000048

Total:

Finance Management

Configuration Sync with FACTS

Y Filtros

P -

Total: 0,00 €

P

Total: 861,00 €

=Agruparpor % Favoritos

P
Emily
Total: 0,00 €

TP/2023/000050
Amanda
Total: 0,00 €

1-80/80 < > H

P
,Joel
Total: 0,00 €
P
Gonzalo

Total: 930,00 €

4. After that, you're going to
see now the updated “Tuition
Plans”.

© EduWeb Group
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22 School Panel

e CREAR

TP/

People management Finance Management Configuration Sync with FACTS

Tuition Templates / Tuition Plans / TP/

CANCEL  CREATE CHARGES  UPDATE VALUES

& Accion

DRAFT POSTED CANCELLED

$ ;C‘”E'S

5. You can review the individual
tuition plans created.

If not yet posted, you can post
the tuition plan, then the
system will automatically
generate the invoice/sales
order on the scheduled
installment date and perform
the post-action set on the
tuition template.

Student Program
If you need to generate the
Tuition Template Pre-K - Half Day Default journal Customer Invoices next installment in advance
Next installment October Payment terms Pago inmediato you can click on “Create
To Charge Merge group / Charges”. The customer can
Student grade levels (Pa) view the invoice/quotation by
logging in to their portal
. - .
Lines Installments Sibling Students Recurring options prowded that ,the parent S Iogln
is already activated.
Product Description Installments Account Quantity Unit price  Tax... Subtotal
Mensualidad Tuition (Scptcmber) (Oclobcr)(November) 700000 Tuition 1,00 345,00 € 276,00 €
(Dcccmber) \January) (Fcbruary/r
(March \April May )( June )
Registration - Existi.. Registration (September) 700000 Tuition 1,00 75,00 € 75,00 €
School Materials School Materials CScptembcr) 700200 Student Fees 1,00 280,00 € 280,00 €
Capital Fund Capital Fund (‘September ) 700200 Student Fees 1,00 230,00 € 230,00 €
Total: 861,00 €
© EduWeb Group Page 30 of 100
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=

Conversaciones

C\

>4

Suscripciones

Empleados

# Ventas

Calendario

=

Contabilidad

School Panel

€

Sitio web

&/

Aprobaciones

[}

Contactos

We
N\

el earning

o

Aplicaciones

£

Ajustes

6. If you want to send the sales
order via email. Go to “Sales”.

Presupuestos B2 Mis presupuestos x| Q 7. Then go to the sales order
CREAR BN YFitros =Agruparpor  w Favoritos /1 < > ER O ® M O that yOU need and CI|Ck |t
[ Ndmero Fecha de Creacion Cliente Comerclal Actividad siguiente Total Estado
S00011 16/05/2023 , Juan Daniel 0o 861,00 € (Pedidodavents)
861,00
© EduWeb Group
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Ventas Pedidos A facturar Productos Informes Configuracion

8. Then after checking all
Presupuestos / S00011 information, click “Send by

email”.
EDITAR CREAR & Imprimir & Accion
(o21F:37Xea(1:7 9 ENVIAR POR CORREO ELECTRONICO  CANCELAR PRESUPUESTO PRESUPUESTO ENVIADO .

Cliente
Previsualiz...

S00011

Cliente Fecha de pedido 16/05/2023 07:56:39

Plazos de pago Pago inmediato

Direccion de factura Juan Daniel
Direccion de entrega Juan Daniel

Students Dana Amalia )

Family

Grade Level
Program

School

District

© EduWeb Group Page 32 of 100
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5 Advanced Features :

How To Create Tuition Plan For Next Year

ALPHA

) —

H:L_'J:_'_'H

School Panel

*

Website

&

Approvals

[}

Contacts

e

el.eaming

5%

Purchase

1. Go to “Settings”.

© EduWeb Group
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# Settings General Settings

Settings

RS DISCARD

< Get token

B reCAPTCHA

Protect your forms from spam and abuse.

If no keys are provided, no checks will be done.

Site Key

Secret Key

M 050

score

P Generate reCAPTCHA v3 keys

Developer Tools

I Activate the developer mode I

Activate the developer mode (with assets)

Activate the developer mode (with tests assets)

2. Scroll down to “Developer
Tools”, then click on “activate
the developer mode”.

Calendar

B

Accounting

2

ALPHA
el ™ B

School Panel Contacts

*

Website

2/

Approvals

Purchase

3. After that go to “School
Panel”.

© EduWeb Group
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332 School Panel People management Finance Management Configuration Sync with FACTS .
4. Go to ‘Finance
Management’.

Students

ENROLL NEW STUDENT

22 School Panel People management Finance Management Configuration Sync with FACTS

5. After selecting 'Finance
Management', go to the 'Tuition

Tuition Templates Tuition Management Templates' option.
Tuition Templates

CREATE Tuition Plans

© EduWeb Group Page 35 of 100
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Grades 1-3 i 6. Next, select the desired
grade level and click on
'Confi tion'.
Paid 1008 Configuration
CONFIGURATION
Income Due

© EduWeb Group Page 36 of 100
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Tuition Templates / Grades 1-3

B3R [ © Action 7. Click on “Edit”.
Grades 1-3
Program Pricelist Option Flced prces
Default journal Customer Invoices
Payment terms Immedate Payment
Unes Instaliments Discounts Recurring cptions
Product Description  Instaliments Account Grade levels Domain Quanmtity Default unit pri_ Discount Subtotal
New Tultion New Tultion  (Segtemper ) 700000 Sales of Qoods in Match recoeds with ANY of ¢ 10,00 48000 € 0.00 480000€ B
:7"*"" Encoliment History > Next
(Z-e‘«rrrc« 19 RECORD(S) P
)
’It'
ASd e
Discount Subtotal i . . :
8. On the right-hand side, click
0,00 Product on the three dots and ensure
B Instaliments that the domain and grade
levels are selected.
Account
Grade levels
Domain
Journal
Taxes
Discount
Subtotal
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Lines | Installments | Discounts | Recurring options

Product Description  Installments Account

¢ New Tuition New Tuition 700000 Sales ...

Add aline

Grade levels Pomain

Match records w

Enroliment Hist

P
19 RECORD(S)

Quantity  Default unit ...

10,00

Joumal

480,00 € Customer Invo...

Tax...

Discount

0,00

oo oOoOo@o@OoD@Ea@m

Subtotal

Product
Installments
Account
Grade levels
Domain
Journal
Taxes
Discount
Subtotal

9. Ensure that the selected
grade level does not have any
existing entries yet.

Lines | Installments | Discounts = Recurring options

Product Description  Installments Account

NewT~ ' New Tuition 7000008a - &
October X

Novem... X
Decem... X
January X
Februa.. X

il X

g

'i' |
RS
= a
® =
x

June X

Addaline

Grade levels Domain

Match records w
Enroliment Hist

3
—_——

EDIT DOMAIN

Quantity  Default unit ...

10,00

Joumal

480,00 € customer|- &

Tax...

Discount

0,00

Subtotal
4.800,00€ W

10. Go to “Domain”, then click
“Edit Domain”.

© EduWeb Group
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m School Panel

Tuition Templates / G

,,,,,

11. On the duplicate tab, go to
“Configuration” then click
“Grade Levels”.

12. To view the information, click
on the 'unfold' option

CREATE o Action 1 >
NEW TUNTION PLAN ot
Program
Period ~~ 8
I Grace levels I ~
reavh ae tetinga
Grades 1-3 xoerges
Program Medcatons Pricetist Opticn Fuoed prices
Defautt journal Custonmer Iwoices Migranion Yool
Payrmeet terms. Immediate Payment Migration Tool Method
Unes atalments Discourts  Recuring options
Procuct Descriotion  leatallerwnts Account Crace levelts Domain Ouantity  Defasit unt Journad Tax Discount Kot 1)
Grade Levels B Powam «] Q
:. vFlers =GroupBy o Favorites 13/3 ¢ >
A SCHOOUPROGRAM Name Program School District Neat Program Next Grade Level Next Status Capacity
Emmnzg
0 K
Ufe
Oun Gl
] G2
™ DISTRICT .
G2
G4
GS
G
G?
G&
Gy
P3
] P4
» Lie IS FYXTRA M)
© EduWeb Group
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Grade Levels /

m CREATE © Acton
Capacity

Facts D

Program
School
District

Q

13. Go to G1 by clicking it.

14. To begin the configuration
process, return to the first tab and
click on 'Add Filter'.

© EduWeb Group
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Domain

Match records with the following rule:

Account Payable

prope accou payable_id (many2on

Account Receivable

property_account_receivable

Active

Activities

Domain

Enroll states » Next grade level

B osco

© EduWeb Group

[["enrollment_state_ids.next_grade_level id","=",1]]

15.Click “ID”, then go to previous

button arrow.

16. Search for “Enroll States” and

“Next Grade Level”.
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#2 School Panel People management  Finance Management  Configuration  Sync with FACTS

, 17. The 'Grade Level ID' is

Grade Levels / G1 required in the code, which can be

CREATE o Action obtained from the second tab by
clicking on the bug icon.

Name G1 Program
Capacity 0 School
District
Facts ID 0

Sync with FACTS =

Run JS Tests = 18. Go to “View Metadata”.

Run JS Mobile Tests

2/712 < >
Run Click Everywhere Test

Open View
Disable Tours
Start Tour fe International School
FE International School (LIFE)
Edit Action

FE International School (LIFE-ESP)
View Flelds

Manage Filters

Technical Translation

View Access Rights

Q

Sync from WS
View Record Rules
Set Defaults

| View Metadata |
Manage Messages

Manage Attachments
Flelds View Get ~
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[ View Metadata

19. Then copy the ID (Grade 1)
1D _ located in the “View Metadata”.
XML 1D:

No Update

Creation User
Creation Date

Latest Modification by

Latest Modincation Date

Domain . 20. Put the ID on the “Domain”.

Match records with the following rule

Enroll states » Next grade level = v2

[["enrollment_state_ids.next_grade_level id","=",2]]

m DISCARD
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Domain
21. Same process for Grade 2, go
to the next line. Then go to
Match records Mmfr following rules previous button arrow and search
for “Enroll States” and “Next Grade
Enroll states » Next grade level = v2 Level”.
Enroll states » Next grade level = v 1
["&",["enrollment_state_ids.next_grade_level_id","=",2],["enrollment_state_ids.next_grade_level_id","=",1]]
m DISCARD
Name Program School District Next Program Next Gracde Level Next Status Capacity |
« Uife International School (12) 22. Go to 2nd tab, and select to
Grade 2.

L - -

» LR ISEXTRA (N

» Undefined (1
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Peopie management Financ

Name K
Capacity c
Facts 0 0

RFun Oick Everywhere Test
Open View

Dusable Tours

St Towr

EOt Acton

View Fleics

Maraoe Fiters

Techmucal Trangiaton
View ACCess Rights

View Record Rues

Set Defasts

e Intermational Schoot
i
i

View Metadata

Manage Messa0es
Manage Attachments

Faids View Get

Q

23. Go to bug icon then click “View

Metadata”.

View Metadata

1D:

XML 1D:

No Update:

Creation User:
Creation Date:

Latest Modification by:

—1 Latest Modification Date:

false
18/01/23 10:38:54

18/01/2310:38:54

24. Then get the ID from Grade 2.

© EduWeb Group
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Domain
25. Put the ID(Grade 2) on the
“‘Domain”.

Match records with m of the following rules

Enroll states » Next grade level = v2

Enroll states » Next grade level = v3

["&",["enrollment_state_ids.next_grade_level_id","=",2],["enrollment_state_ids.next_grade_level id","=",3]]

24. Then repeat steps for other
“Grade Levels”. (Steps 14 to 20)
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Domain .
25. Before saving, ensure that the
m f 'Match Records' option is set to

Match re wit qf the following rules IA 1

- ny'.
Enroll states » Next grade level = v2
Enroll states » Next grade level - v 3
Enroll states » Next grade level = v4

[*|=,"]|",["enrollment_state_ids.next_grade_level_id","=",2],["enrollment_state_ids.next_grade_level id","=",3],

["enrollment_state_ids.next_grade_level_id","=",4]]

m DISCARD

Domain
26. Once all the “Grade Levels”
are set up. Click “Save”.

Match re

™
4}

with m of the following ru

Enroll states > Next grade level = v 2
Enroll states » Next grade level = +3

Enroll states > Next grade leve

n
‘4
S

[*]|=,"]|",["enrollment_state_ ids.next_grade_level_id","=",2],["enrollment_state_ids.next_grade_level id","=",3],

["enrollment_state_ids.next_grade_level_ id","=",4]]

m DISCARD
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Lines | Installments | Discounts | Recurring options 27. We also need to make sure all
Product Description  Installments Account Grade levels Domain Quantity Defaultunit.. Joumal Tax... Discount Subtotal H the installments are Configured.

% New Tuition New Tuition 700000 Sales ... Match records w 10,00 480,00 € Customer Invo... 0,00 4.800,00 € W

(October) Enroll states > }

w 17 RECORD(S)

Add aline
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| School Panel Fwegie My
Stodents Q 28. After completing these steps,
cFams ool o fmads oo <> Ble we are now ready to_ create tuition
A plans for the upcoming school
[Sp— § e it Jon year. Navigate to the 'School
w08 won 0w W )
2 Panel'.
Tant < c Eow \manay Camzat
008 LAl 10 m 0w
Dt = | Sout Ervwry - Cornwx Ben wias Evin
W LAl w0 wmn
Lchon LT Newnay My Anprmr o~
wmn wm "W wm
]
aviree ed Earey - Ly
W wnr "W wmnm

29. To group tuition plans by grade

. _ . on ; = level, click on 'Group By', search
vFilters  =GroupBy w Favorites 1-80/83 < > @ = for 'Grade Levels', and then click
'‘Apply".
Add Custom Group * Grade Levels v
ey J " Joel

A7A
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Tuition Templates / Grades 1.3

B oo o 30. Assuming that “Tuition
Templates” are completed. Go to
the 1st tab, then click on “New
< Tuition Plan”.

Grades 1-3

Program Pricelist Option Flsed prices

Detaust journad Cantomer nwoices

Paymect lerms IMreane Payment

Lines nstaiments  Discounts  Redurring options

Product Description Instalments  Account Grade Wrvels Domain Quantty Default unt Journad Tax Discount Suteotal ]
# Odoo x
31. Click “Add a line”.
Post tuition plans O
Studets
Name FactsID UDID i
Add a line
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© EduWeb Group

Add: Students

S = 32. You can group the students
¥ Fter) | mOwow By | # Fovortes Mo/es < > based on your preferences (Grade
- Add Custom Grow » | Grace Leveis - Levels).
ey
04
Add: Students
oo . o 33. To create a tuition plan for
each grade level, click on the

MAKE A CHARGE 9 selected [IEre=telr) © Action vFilters =GroupBy w Favorites 113713 < > grade level to expand its details
[&] reme FactsiD  UDID i and select the 'Name' checkbox
~G1(9) 91.985
= 0126
-] 013
=a 10137
a 0140
a 1014
a
= 0319
= 0328
= 1034
» G2(3) 41
» G3(8) 1.100
»G4(13) 121.784 =
e o
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Add: Students

= Name

> G1(9)

»G2(3)
» G3(8)
» G413

MAKE A CHARGE 9 selected [reetley

CANCEL

E Grace Levels x

© Action v Filters =Group By w Favorites 1-13/13

FactsID  UDID

91.985
10126
10136
10137
10140
10147
1081
10319
10328
10341

30412

§1.100

121.784

< >

SELECT

34. Click “Select”. Then confirm.

35. It will create 8 Tuition Plans for
8 students. You just need to
double check each tuition plan to
make sure.

© EduWeb Group
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# School Panel Peoplemanagement  Finance Management  Configuration  Sync with FACTS 36, Let's say wo are aread N

the current year (After
progression). Go to “Tuition
Students —
Tuition Templates
*
e Tuition Plans

Templates”.

Grades 1-3 i 37. Go to configuration.
Paid 100S
CONFIGURATION
Income Due

© EduWeb Group Page 53 of 100



EduWeb Group

Tuition Plan and Tuition Template

Name

Grades 1-3

Program

Detault journal

Payment terms

] —
L

Pricelist Option

Procduct Description  Instaliments Accoumt Grade levels Domain Quantity Default unit Journal Tax Discount Subtotal
New T+ (£ New Tuition X) 7000008 - & 10,00 480,00 € Customer 2
x
Enroll states >
x
* >
y % . ~
x
:
-
x
x
Domain
Match rec with m of the following rules:
Enroll states » Next grade level = v2
Enroll states » Next grade level = v3
Enroll states » Next grade level = v4

m DISCARD

["enrollment_state_ids.next_grade_level id","=",4]]

[*|®,"|",["enrollment_state_ids.next_grade_level_id","=",2],["enrollment_state_ids.

next_grade_level_id","=",3],

© EduWeb Group

38. Edit the domain.

39. Remove all the "Grade Levels"
by clicking the "x" and save the
changes.
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Name
Grades 1-3 40. On the Tuition Template, add
the “Grade Levels” from Grade 1
to 3, and then click ‘Save’.

Progeam « (£ Pricelist Option Floed prices v
Default journal Customer Invoices -2 .
Payment terms Immedate Payment €4

Unes Instaliments  Discounts  Recurring options

Product Description  Instaliments  Account Grade kevels Domain Quantity Defaultunt . Joumal Tax. Discount Subtotal i
New T~ & NewTution (Segee. X) 70000053 & (61 x) Match all recoed: 1000 48000 € Customert- & Q.00 480000¢ 8
(October X ) (G2 x)
B Sy’ L
(Novem. X ) (G x)
CDecem %) — 83 RECORD(S)
(G ) B3
(Februa_ X)
(Macch %)
(April x)
(May x)
:fm i‘;
ASd & e
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6 Advanced Features : How To Create A Credit Note

1.In the main menu, click on
‘Accounting’.

Dot Chaning
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B Accounting + o' o GGG < I

2.This screen will be displayed on

Accounting Dashboard B Fovornes « | Q the dashboard. Tap on the three
, . R dots at the top right corner to
T B0nwly » ‘ e access the credit note option.
Customer Invoices CDE D Customer Invoices C.V !

NEW INVOICE 1 Urpaid Invosces 1008 NEW INVOICE 1 Unpaid Invoices N0
1008 1 Late Invosces L L] ||

1 Late voices

Vendor Bills ! Miscellaneous Operations |

1 Bills 1o Vakidate 1925000 B NEW ENTRY

Create Manvally
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i Accounting  + «' o [N - I 3. By tapping on the three dots,

the screen or menu for that journal
Accounting Dashboard [ Q will be displayed. Select ‘New
Credit Note’ from the options.
vFilters mGroup By  Favorites mme <
Customer Invoices CDE i Customer Invoices C.V i
1 Late Invoices $0.00 &/
InvCeces Invoice Irrvosces Analysis
Credit Notes Aged Recetvables
Payments Upload kevoices Followup feports
Due 7. Matching Dwe 7413 May This Week 2127 May 20 Mayd An Not Due
Vendor Bills Miscellaneous Operations i
/AN EEEEEEEN b
Create Manually Remave from Favorfies Configuration
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@ Accounting + =’ I P e
4. Here, you will fill out all the

Accounting Dashboerd / New information to create the credit

DISCARD note.
[Nl PREVIEW  GENERATE LATE FEE m POSTID o

Customer Credtt Note

Draft

Customer - Invoice Date
Accounting Date oSN 772023 -

Students Due Date or
I I Journal Custoenes lovcie (2 in PAB -2
Gende Level Late Fee Rule
Program
School
Niasrios o

@ Accounting + «' o NN - NN ¢
Accounting Dashboard / New

DISCARD

Invoice Lines Journal hems Other Info Tuition plan Late fee nde items Late fees Electronic invoicing

Product Label Student Account Quantity UoM Price  Taxes Subnotal i

Add alne BAGd a section Add a note

Terms & Conditions: hitps /Valptesting 0doo com/terms Total:  0.00 B/
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# Accounting + =’ B @ N

Accounting Dashboard / Draft Credit Note (* 129668) 5 You fill out the data and confirm

it.

CREATE & Primt © Action

M
-I"R(Vl[w CANCEL  GENERATE LATE FEE POSTED

Customer Credtt Note
Customer Invoice Date
- 8707567 Accounting Date 081772023
Payment Reference CBWCV/2023/00578
Duwe Date oSN /2023
Students
Journal Customner lnwvoices COE In PAB
R Late Foe Rule

i Accounting

Accounting Dashboard / Draft Credit Note (* 129668)

CREATE & Primt © Action 111 < >

Invoice Lines Journal tems Other Info Tuition plan Late fee nde items Late fees Electronic invoicing
Product Label Student Account Quantity UoM Price  Tax. Subtotal i
Cuotas - CV Cuotas -CV 401002 Ingreso por Cuct 1.00 Unes 22500 25008/ 8

Addaline Addasection Addanote

Términos y condiciones: Mps.// aiptesting 0300 comytemns Total 225.00 B/
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i Accounting + =°

Accounting Dashboard / RINV1/2023/00002

3Ll CREATE

RINV1/2023/00002
—

“Primt © Action

PREVIEW  RESETTOORAFT  GENERATE LATE FEE

Journal Custormer lnvok

*s COE

in PAB

6. Upon confirming the order, a
screen will appear displaying the
credit note number, which is the
internal sequential number in the
system. It also provides the option
to register the payment. It is
necessary to register the payment.

© EduWeb Group

Page 61 of 100



EduWeb Group
Tuition Plan and Tuition Template

7. To create the payment, the
procedure is the same as that of
the sales order.

22500
051772023

CEWCV/2023/00578

CREATE PAYMENT
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i Accounting +

" X
Accounting Dashboard / Credit Notes / RINV1/2023/00002
3L CREATE & Primt © Action
Invoice Lines Journal lems Other Info Tustion plan Late fee nde items Late fees Electronic Invoicing
Product Label Student Account Quantity UoM Price Tawes Subtotal
Cuotas - CV Cuotas -CV 100-2 Ingreso por Cuotas 1.00 Units 22500 225008
Journal Entry Info
Términcs y condiciones: MIpa/ aiptesting 0300 COM/tams A . @ Totad 225 w 8/
CCOWY /20230550001 ' :
(COWCY by | Paid on 05/17/2023 225008/
Dete:  OS/17/2023
Jowrnat (Marual) Amount Due:  0.00 B/.

8.The payment is created, and the
credit note will show a balance of
zero (-0-) with the payment
reference.

© EduWeb Group
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e

i# Accounting +

Payments / CCBWV/2023/05/0002

3L CREATE

RESET TODRAFT  MARK AS SENT

& Primt © Action

CCBWV/2023/05/0002

Iteenal Transfer Journal Cobro Cucta Wallet CV

Payment Type Senr Rece

Customer Villamil, Sophie

Amount 225008/. PAB

Date oSN /2023

Merno CBWCV/2023/00059 v

9.0nce the payment for the credit
note is created, if you go to
‘ACCOUNTING - Customer -
Payments,’ the payment will
indicate that it corresponds to a
credit note.

.
Payments / CCBWV/2023/05/0002 / RINV1/2023/00003

EDIT & Primt © Action

LR PREVIEW  RESETTOODRAFT  GENERATE LATE FEE

i Accounting + =°

Customer Credt Note

n RINV1/2023/00003

Customer

8- 7075467
Payment Reference CBWCV/2023/0005%
Students

10. If you click on ‘CREDIT
NOTE',the credit note screen will
be displayed.

in PAB

© EduWeb Group
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€« > C @ ap-edu-testing-8240191.dev.odoo.com/webfmenu_id= 1 72&action = S84&model = so receivable family ledgerBoview_typeslist 14 11. We check the student's
W Accounting : account statement to verify that
the credit note is reflected.
Receivable Ledger n Posted x a Farmily x n Student contains “wilamd™ x Q
F3 YFilters wGroup By = Favorites s < D>
Date Journal Entry Asc Cec P Fa Stadent Label Due date Debit Crodt Balance Matcl
~ Family of 545.00 675.00 -130.00
QS 7/72023 1.AV_F s17as 051772023 150.00 0.00 150.00
QS 772023 CCBWV/2023/05 0001 (CBWCV/2023/00578) 1.AV_F Customer Re_. 05/17/2023 22500 0.00 22500
0S03/2023 COPCV/2023/05/007S (CBWCV/2023/00578) REAVER Customer P 05032023 0.00 22500 -225.00
04/03/2023 COPCV/2023/04/0560 (CBWCV/2023/01056) 1.AV_F Custoener P 04/03/2023 000 22500 22% 22500
O3/0e/2023 BNNA/2023/03/0065 (CBWCY/2023/00099) 1.AV_F Customer P 03/06/2023 000 22500 225.00
Q3/05/2023 1.AV_F S11006 03/20v2023 2000 000 20.00
Q/21/2023 1.AV_F S05365 03/ 2072023 150.00 000 150.00
. »
P - < 829p. m
.- Qe 2k O WA @ ~as=w vue B00
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i Accounting +

12. To validate how many credit

Accounting Dashbq  Dsshboard ' B Customer Involces COE x Q notes we have created, go to
ovp— o 4 Cusemen o e ar wis <> Elm ‘Accounting’ on the dashboard,
) v Filt " & Favorites /3 .
woices e e ' click on the three dots, select
BVH ) ‘ a )
Number | :ndnﬂoen | Next Actovity Tax Exchaded - Total  Totalin Currency Payment Status  Status | View’ and choose ‘Credit Note’.
Fyrhents
RINVI/2023/00003 . . <o Reports 225008/ -225.00 B/ 225008/ inPayment Posted
RINVI/2023/00002 pProducts 225008/ 225008/ 225008/ in Payment Posted
RINV1/2023/00001  Custoeners 0 1,008/ 1,008/ 1008/ (NP Posted
Vendors
- 451,00 451.00
Refunds
Payments
Produces -
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Accounting

Credit Notes

CREATE JREZTSETIRNF 3

Number

RINV1 /72023700003
RINV1/2023700002
RVBWCE/2023/00001
RWAVCE/2023/00003
RWAVCE/ /2023700002
RWAVCE 2023700001
RINV1 /72023700001

Invosce Date

05N 7/2023
oSN 7/2023
0SN7/2023
0472772023
042672023
0472672023

N V2023

Today

21 days a0

91 days a0

vFiters wmGroup By o Favorites

Next Activty

Tax Exchoded
2508
250w
70000 B/
W
270w
RS W

1.0 8/

173185

Total  Total in Currency

22500 &/

25008/

+700.00 8/

378w

207008/
2595 W

-1.00 &/

1.731.85

22500 B/
22500 B
700 00 8

3878

270

roae. S8

-1.00 B/

Pyt
NotPad

v Pyt

v Paymet
ot Pad
NotPad

13. It will list all the credit notes
that have been created.
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7 Advanced Features : How To Create A Credit Note For An Invoice

i Accounting + =

Accounting Dashboard

Customer Invoices COE

Create Manually Remove from Favortes

View New

k3

Reporting

Invosce Invosces Analysis
Credit Notes Credn Note Aged Recervables
Paymerts Upload rvosces Follow-up reports
Due 7. Matching
Vendor Bills -
/R fEAEEEEN

C(ﬁ’.?,l.‘-:r\

n Favorres m

vFiters mGroup By » Favorites

Customer Invoices C.V

1 Urgaid Invoices

1 Late Inwoices

Miscellaneous Operations

NEW ENTRY

Q
b Ty IR S
i
D008
SO008

1. Let's go to ‘Accounting’ -
"Dashboard" — ‘View’ — ‘Invoice’.
Alternatively, you can go to
‘Accounting’ — ‘Customer’ -
"Invoices."

© EduWeb Group
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B Accounting + ' o IS < S

Accounting Dashboard / Credit Notes

n Customer Invoices COE =

m Group By

CREATE JRECESEITRNN ¥ v Filters
Number Customer lovoice Date Dwe Date Next Actrty Tax Exchoded
RINV1 /2023700003 0S5/ 17/2023 Todey 5008
RINV1/2023/00002 08/17/2023 Todey 008
RINV1 /2023700001 N2023 91 days ago 1008

! Vel o
-451.00

* Favorites

Total Total in Currency

250w
250w

1.0

45100

«
Q
3/3 <€ > = =B

2. The following screen will be
displayed, showing the details of
the created invoices. If you know
the invoice number that you want
to credit, enter the number, and
click on it to access the invoice.

@ Accounting + o' o [HIIINNENEGGENNNNNNN < BN ¢ .

(o R

Customer Invoice

Customer

Payment Reference VBWCE2023/00485

Accounting Dashboard / Invoices / VBWCE/2023

00485

“Prist O Action

PE!V\(W ADO CREDITNOTE J RESETTODRAFT  GENERATE LATE FEE

VBWCE/2023/00485

Monedero Vano CE

PAB

DRAFT

B

CU O

posTio B

3. Upon accessing the invoice,
choose the option ‘Add Credit
Note’'.

© EduWeb Group
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Estudiante retracy Use Specific Journal  Monedero Vario CE
© Specéc Refund Date
Journal Entry Date

051772023

4. By double-clicking on ‘Add
Credit Note’, a screen will be
displayed where you should enter
the reason for the credit note. Fill
in the required information and
click on ‘Reverse’ to proceed.

## Accounting + -’

Accounting Dashboard / Invoices / VBWCE/2023/00485
/ Draft Credit Note RVBWCE/2023/00001 (Reversal of: VB.

« Primt © Action

VIEW  CANCEL  GENERATE LATE FEE

CONFIRM

RVBWCE/2023/00001

OS17/2023
oSN 2023

Monedero Vario CE In PAB

5. The reversal credit note is
created.

© EduWeb Group
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## Accounting + -’ ]

Accounting Dashboard / Invoices / VBWCE/2023/00485 g Click 031 Contf_urm tand yotu “{':

/ RVBWCE/2023/00001 (Reversal of: VBWCE/2023/00485... SERCmeiopuon O regls_ g . S
payment. Proceed with registering

CREATE & Primt © Action 11 < >

the payment.

SEND & PRIN' TSR PREVIEW  RESET TOORAFT  GENERATE LATE FEE ORAFT -

Customer Credit Note
RVBWCE/2023/00001
Customer Invoice Date OS17/2023
Costa Del Este, Ocean 1 55 Date 08 17/2023
Panama
Panama Journal Monedero Vario CE  In PAB
Refe ate Foe R
Students

70000
051772023
Reversal of VEWCE/2023/00485, Estudiante ret

CREATE PAYMENT FAK([
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B Accounting + =’ I < s

Credit Notes

RVBWCE/2023/00001 (Reversal of: VBWCE/20%

m CREATE aPriet  ©Action
mmww RESET TODRAFT  GENERATE LATE FEE

RVBWCE/2023/00001
—

n PAS

< >

o .

8. The invoice for the credit note
changes its status to ‘Paid’. To
validate the payment in the
‘Customer Payments’ section,
follow the same procedure
described in steps 9 to 12 of ‘Steps
to issue a credit note for an
invoice’.

© EduWeb Group
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i Accounting

£z -

Date

04/10/2023
02023

04/01/2023

Receivable Ledger

Jowrnal Entry

CVBWC/2023/05/0001 (Reversal of VEWCE/2023/00485, £

COPCE/2023/05/021 8 (VBWCE 2023/00485)

COPCE/2023/050217 (VBWCE 2023/00484)

COPCE/2023/04/0203 (CBWCE 2023/01146)

COPCE/2023/04/0202 (CEWCE/2023/01145)

n Posted x a Family » n Student contains ‘mirones” x

¥ Filters

Account

11023-1 Cue
110231 Cue

11023-1 Cue

OIS R

110231 Cue
110231 Cue
11023-1 Cue
110231 Cue

110231 Cue

Cc P Fa Stadent

Lay

OO O O

O O

w

& Favorites

65000
700.00

61500

2/12 £
Credit Balance  Matc

12,8869 235000
0.00 70000
700.00 -700.00
650.00 450 00
0.00 65000
000 70000
000 61500
650.00 650 00
650.00 650 00
0.00 70000

9. To validate if the credit note is
reflected in the student's account
statement, go to ‘Accounting’ —
‘Receivable Ledger’ and filter by the
student's name.
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sAdvanced Features: How to Register Payroll Deductions

1. In the main menu, select the
‘School Panel’ module.

[}

= ]

Purchase Inventory

>,

Live Chat Data Cleaning
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+ « o G c B < . -
i School Panel * A 2. In the ‘Students’ section, enter

the name of the student and click

Students Q on the box with their name to
access the student's profile and
vFilters mGroupBy & Favorites M < " = proceed with the payment.
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i SchoolPanel + =°

Students /

S ENROLL NEW STUDENT

First Name

Gabeiel

Middie Narme
Last Name

Famibes

Parent Contax

LOAD WALLET
Wallet Category

Heakhcare

I, <

Gabriel

Academics

igned Documents

© Action

Ercoliment hestory Other Demographics Finance
Amount Frozen Amount
nMR/ nm R/

- K

Seduca General Infoemation

nmeRs

3. When you enter the student's
data, select the option ‘Wallet’ and
then choose ‘Load Wallet'.

© EduWeb Group
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i School Panel +

Students / Gabriel

ENROLL NEW STUDENT  MAKE CHARGE

First Name
Middie Navw Gabriel
Last Name
Student Number
0
Familes  Relationshine okhcare  Academis

Parent Conta

LOAD WALLET

gned Documents

© Action

Ereoliment history  Other

nNMRA

Demographics  Finance

Frazen Amount

nNMR/

Seduca General Infoemation

nMmR/

4. When you click on ‘Load Wallet’
a screen will be displayed to load
the payment. Complete the
following information:

Wallet: Enter the product you want
to pay for.

Family: Enter the name of the
family associated with the
payment.

Journal: Specify the journal where
the payments will be deposited.

Amount: Enter the total deduction
or payment amount to be
registered.

© EduWeb Group
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i SchoolPanel + o' o NG © EEEEEEEEEE. ¢ B |
5.0nce you click on ‘Apply’, the

Students / Carvallo Aguirre, Lucas Gabriel / DPCV/2023/05/0012 payment screen will be displayed.
If the discount date is today,

aPriet  ©Action NEEE 18/05/2023, the process is

complete at this point, and the
payment is processed for the
student.

DPCV/2023/05/0012

Internal Transfer Journal Deduccién de Planila CV
Payment Type Send Recery any E

Customer Wendy ‘

Wallet MATRICULA CV

Amount 15000 8/. PAB

Date 051872023

Memo MBEWCV/2023/00220
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i Accounting +

6. To confirm that the payment has

been applied, go to ‘Accounting’ —
Payments ""'"" aguirre x ‘Customer’ — ‘Payments’. If you
y : see the illustration, the payment
creare Y vFiters wGroupBy & Favorites 12 y E 8 should be processed and reflected
in the payroll deduction journal.
Date Number Student Journal Payment Method  Customer Amount Status
DPCY/2023/05/0012 Deduccidn de Planilla CV Maral
01022023  OPCV/2023/01/0010 Deduccitn de Planilla CV  Maswal Wendy 150008/ (Pested
300.00
© EduWeb Group
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# Accounting + ' o I - I - EE— .
7. When the payment is processed

today, May 18th, but it needs to be

Payments / DPCV/2023/05/0012 .
recorded with a date of January
CREATE S Prim  © Action e <D 2nd, you will need to delete the
; payment, go to the invoice, change
MASK AS SENT ORAFT m the date, and register the payment

again.

First, you need to change the
payment to a draft status. Go to
DPCV/2023/05/001 2 the main menu and select
‘Accounting’ — ‘Customer’ —
‘Payments’. Look for the customer

neenal Transte Jonal S and find the payment. Click on it to

Payment Type ' o wompany Bank access the payment details, and

Customer Nerty ) then click on ‘Reset to Draft’ to

Wallet MATRICULA CV change the payment status to
I , draft.

Amount S0 008/ PAB

Date 08/18/20

Memno MEBY 2023700220 -

© EduWeb Group Page 80 of 100



EduWeb Group
Tuition Plan and Tuition Template

#2 Accounting + ®°

Payments / DPCV/2023/05/0012 / Draft Entry (* 131433)

/ Draft Payment

«Primt ©Action

Delete

Draft

Inteenal Transfer

Payment Type Send O Receive
Customer Wendy
Wallet MATRICULA CV
Amount 150008/ PAB

Send recept by emal
Create Invoice

Update Payrment Lines

Journal

Dedu

M

cokn de Plandla CV

8. Once the payment is in draft
status, click on ‘Cancel’. Then, go
to ‘Actions’ and click on ‘Delete’ to
remove the payment. Since it
doesn't allow changing the date,
deleting the payment is necessary.

© EduWeb Group
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i Accounting + =

Monedero Matricda CY In PAB

9. Let's go to the invoice section
by selecting ‘Accounting’ —
‘Customer’ - ‘Invoice’. When
canceling the payment, the invoice
is also canceled. Enter the invoice
and change its status to draft by
clicking on ‘Reset to Draft’. Then,
edit the invoice to change the date
to January 2nd. Confirm the
changes to enable the option for
payment.

Invoices / Draft Invoice MBWCV/2023/00219
CREATE “Primt © Action
CONFIRM REVIEW CANCEL GENERATELATEFEE  APPLY LATEFEE
Customer Invoice
MBWCV/2023/00219
Customer Weray
880764
Paymant Reference MBWCY/2023/00219
Students Gabriela
Famly
© EduWeb Group
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@ Accounting + o' o [N -

o1 1)

Invoices / MBWCV/2023/00220

3 CREATE & Primt O Action

Customer Invoice
MBWCV/2023/00220
Customer Wendy Invoice Date 010/ 2023

8807667 , 01/02/2023
Payment Relarence NEWCV/AANNE0 Journal Monadero Matricda CV In PAB
Students
Family

10. After making the date change,
click on the ‘Register Payment’
option, and the procedure is the
same as a manual payment.
Please refer to step 4 for more
details.

PREVIEW  ADOCREDITNOTE RESETTODRAFT  GENERATE LATE FEE DRAFT m

© EduWeb Group
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i Accounting + &'

11. To validate that the payroll
discount payment is applied, go to

i Posted x Family x Student contains “aguirre” Q ‘ACCOUNTING - RECEIVABLE
Receivable Ledger g = LR LEDGER'.

CREATE 3 vFilters mGroupBy # Favorites 1212 € )
Date JounalEn. A Cc Partner Famiy Student Label Due date Debit Crecit
» Family of (13 4.305.00 282000
* Family of ¢ ® 640,00 320.00
010272023  DPCV/2023 Customer Payment 15000 . 01/02/2023
01/02/2023  DPCV/2023/ 1 Nen.. Famidyof Ca Sabrie_. Customer Payment 150.00 . 01/02/2023 0.00 150.00
123172022 ! Nen.. Famiy ol Ca 18Ga. 510421 URROMr PRYRISN FIUC0W: * AGUIN, ey « DIRa/av o 00
03/08/2023 1 Nen.. Famdyof Ca wGa. 510874 032002023 20,00 0.00
01/02/2023 DPCV/2023/. 1 Nen.. Famiyof Ca 18 Ga..  Oustomer Payment 20008, 01/02/2023 000 2000
V212023 1 Nen.. FamiyofCa sabeie. SD9212 32002023 150.00 0.00
/212023 | Nen.. Famdyof Ca wGa. S09213 032002023 150.00 0.00
U202 1 Nen.. Famdyof Ca Sabeie. 510310 0172002023 150,00 0.00
‘ ’
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i Accounting + =

Payments / DPCV/2023/01/0011

DPCV/2023/01/0011 (MBWCV/2(

Other Info Tuition plan

Journy ltems

Account Student  Famnily

111,002 Outstanding Rec

110231 Cuentas por Cobd

023/00220)

wPrimt O Action

Late fee nde tems

Pactner Label

01/02/2023

Late fees

Debit Credit  Tax Grids |
150008 0008
0008 150008

12. OBSERVATION: In some
cases, when the payment is
manually loaded, the student's
information may not be created
completely. Therefore, we need to
go to ‘ACCOUNTING -
CUSTOMER - PAYMENT  and
verify that the child's and family's
data are present. If the information
is incomplete, as shown in the
illustration, we need to change the
journal entry to draft status,
complete the information, save,
and confirm it.

© EduWeb Group
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i Accounting +

Invoices / Draft Invoice MBWCV/2023/00220

[30Il CREATE & Primt O Action

mlﬂ\nm CANCEL  GENERATELATEFEE  APPLY LATEFEE

MBWCV/2023/00220
-

Invoice Date

Monedero Matricda CY In PAB

13. We need to be clear whether
we are saving the payment or the
journal. If the invoice is cancelled,
we have to restore it to draft
status. To do this, go to
ACCOUNTING—CUSTOMER—
INVOICE—enter the invoice. If it is
cancelled, we have to set it back
to draft, confirm, and then it will
give us the option to register the
previously made payment.

© EduWeb Group
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2 Accounting

Invoices / MBWCV/2023/00220

CREATE & Primt © Action

MATRICULA CV Carvallo Aguire, Luc.. 236062 Adelanto M

Términos y condiciones: MIps./ alp<v.0000 cOM/terms

1.00 150.00 150,00 B/
Tetat  150.00 B/.
Amount Due: 150,00 B/.
I ADO  MBWCV/2023/00220 150.00 8/

14. Once confirmed, we go to the
bottom part and add the previously
processed payment by clicking on
the word "ADD".

© EduWeb Group
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i Accounting + &/

crear

Iwvoice Lines

Produ.. Label

MATRICULA CV

Invoices / MBWCV/2023/00220

Journyl Nems

Student

Other Info

Términos y condiciones: MIps./Valp-<v.0000 com/terms

“Primt © Action

Tutionplan  Late feernde items  Late fees
Account Analytic Account Quantity UoM Price Tax. Subtotal
236062 Adelarto M 1.00 15000 150 00 B/
Journal Entry Info
Amount: 150,00 B Tetak  150.00 BY.
WCV N 0N
w[v:w CV/2000/00020 O Paidon 01/02/2023 150008/

Date: 01/02/2023

Joumal Deducodn de Plarsia CV (Marual)

VIEwW

Amcunt Due: 0,00 BY.

15. Leaving the payment correctly
applied.

© EduWeb Group
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9 Advanced Features: How To Manually Enroll Students

EduWeb can synchronize students, families, and individuals' demographics data from 3rd party SIS software such as FACTS (formerly RenWeb) and
PowerSchool into Odoo School Panel through API integration. We have a well-tested SIS synchronizer that automatically pulls data from an SIS into Edoob
School Panel every 30-minute interval.

Schools without Student Information System (SIS) can manually enroll students and establish relationships with their respective families' information. Work on
the steps that follow to configure your School Panel data:

Start with navigating to the School
Panel app.

E EE'E'EE% @ o

Discuss Calendar School Panel Contacts Accounting

O ® @ 22

Project Timesheets Helpdesk Website Maintenance Employees

() [ ) .1 &
O -5 P o

Time Off Expenses Data Cleaning
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9.1 Configuration

School Panel People management

Students

ENROLL NEW STUDENT

Finance Management

Configuration

Settings

School structure

District
School
Program
Period
Grade levels

Student Department

Iters

1. Go to Configuration > click

Settings

© EduWeb Group
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Settings
EY\"/Sl DISCARD
q General Settings Contact
H Sales Name Sorting
This will set the pattern used for names
Sincro Data Spaces will be replaced to - only for better visualization
=% School Name Prefix Suffix
Last Name
First Name
Website Middle Name ,
Accounting Add aline
Project RECOMPUTE NAMES
Timesheets Allow editing contact name

Allow edit person name

Employees

Allow edit student name

25 Expenses Allow edit parent name

Finance

Split charges by students
Grant discounts on sales order lines

20  Recurring charge Automated Batch Limit

Name Sorting Example

Last First, Middle

20  Set Tuitionplan to charge Batch Limit

20 Charge to Post & Send Automated Batch Limit

© EduWeb Group

2. Under Contact, specify the
name sorting following the
school’s branding. If needed, you
can click on “Add a line” if needed.

The “Name Sorting Example” on
the rights side shows how the
names will look like based on your
Name Sorting set.

3. Click Save.
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s=s School Panel People management Finance Management Reports Configuration

Settings

Settings

ST\ DISCARD

School structure

District
Contact School
Program
Name Sorting Period
This will set the pattern used for names
Grade levels

Spaces will be replaced to -+ only for better visualization

SChOO| Panel People management Finance Management Reports Configuration

Grade Levels

’ CREATE | <

Grade Levels / New

LT\l DISCARD

Name B &N Program
0 School

Capacity
Next Program District
Next Grade Level

Next Status

© EduWeb Group

4. Going back to Configuration,
click Grade levels

Note: District, School, Program,

and Period are usually set by
EduWeb.

5. Click Create

6. Starting with the lowest grade
level, fill in the necessary details.

Ex: Name: 1; Next Grade Level:
2; Next Status: Enrolled

7. Click Save
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9.2 Enroll New Student

222 School Panel

Students

| ENROLL NEW STUDENT |

People management Finance Management

Configuration

Student

ADD

NEXT

1. Click on School Panel

2. Click the Enroll New Student

button

3. Click Add

© EduWeb Group
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Create Student

First Name
Middle Name
Last Name
Gender

Date of birth

Enrollment state
Curre.. Gradel...

Standard 01
Add aline

Sanders Allan, Peter

SAVE & CLOSE § SAVE & NEW [EDINIe%YY)

Allan Email

Peter Phone

Sanders Address

Male > &

04/01/2018 2 -
Current ...  Current ... Nextgr..  Nextst.. Next su...
Admission Enrolled

Enrolled da...

06/15/2023

Graduation...

Withdraw ...

Note

© EduWeb Group

4. On the form that will appear,
fill in the student’s information
including the Enrollment State.

For Gender, you can choose
from the dropdown. Otherwise,
just type in to create on the fly.

5. Once set, click on Save &
Close.
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Student
uden ADD

Sanders Allan, Peter

6. Click Next

NEXT
i 7. If there’s already an existing
Family
ADD [ ADD EXISTING FAMILY family on file, click on Add
Existing Family. For completely
PREV. NEXT new record, click Add.
© EduWeb Group
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Create Family

Name Family of Sanders, Aris and Edna
Student Sanders Allan, Peter
Individuals

ADD  ADD EXISTING INDIVIDUAL  ADD INDIVIDUAL FROM OTHER FAMILY IN FORM

Sanders Aris, Franco

(Individual 1)

Sanders Edna, Song

(Individual 2)

SAVE & CLOSE j SAVE & NEW DISCARD

Famil
v ADD  ADD EXISTING FAMILY

Family of Sanders, Aris and Edna

PREV

NEXT

© EduWeb Group

8. Under the Individuals tab, click
the first tile then add the “head of
the family” details > Save. Note
that this person will be set as the
default “Customer” when issuing
an invoice.

Then click on the 2™ tile
(Individual 2) for the other
parent’s information.

Notice the Name field at the top
automatically populates after
adding the individuals’
information.

9. Click Save & Close.

10. For cases of divorced
parents and each have their own
families, you can add another
family. In normal cases, click
Next.
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Confirm tuition plans O
after creation

Relationships Student Individual Relationship
Sanders Allan, Peter Sanders Aris, Franco Father -2
Sanders Allan, Peter Sanders Edna, Song Mother
PREV  NEXT
Tuition Template Standard Yearly Tuition K-5 &

PREV | ENROLL

© EduWeb Group

11. The next page shows the
student’s relationship with the
family’s individuals based on the
data entered in step 8 & 9.
Relationship can be edited in this

page.
12. Click Next

13. Choose the Tuition Template

14. Click Enroll
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Sanders Allan, Peter

BT\ DISCARD

Student
Sanders Allan, Peter

0

First Name Allan u Address partner link
Middle Name Peter Address
Last Name Sanders

Families | Relationships | Healthcare = Academics  Enrollment history = Other = Demographics = Finance = Wallet

~ 1
R~ Tuition plans

Individual Relationship type Custody Correspondence Grade Related Family Portal Emergency contact Invoice recipient
Sanders Aris, Franco  Father v v v v v v w
Sanders Edna, So~ &' Mother > & O W
— Add a line
© EduWeb Group

13. Go to the Relationships tab
to configure the specific
relationships.

Family Portal — who can access
the portal of Odoo and view the
family statement of account
Invoice Recipient - will receive
an email every time there’s an
invoice created

14. Save
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Student
Sanders Allan, Peter

0

Families Relationships Healthcare Academics Enrollment history Other Demographics Finance Wallet

Financial Family Category Percentag...
responsibilities
Family of Sanders, Aris and Edna All 100% T
Add aline

First Name Allan - Address partner link
Middle Name Peter Address |
Last Name Sanders

IMPORTANT!!
Missing Financial responsibilities configuration raise an error when creating an invoice for the student.

Missing product category configuration in financial responsibilities raise an error when creating an invoice.

© EduWeb Group

15. Navigate to the Finance tab

Click Add a Line to set the
Financial responsibilities.

Family — shows the family/ies
linked to the student

Category — refers to product
category set in
Accounting/Inventory. When a
charge is created, the system will
check the product’'s
corresponding category and map
the financial responsibility as to
which family to charge.

Percentage — each category
should have a 100% total %. For
split billing as in the case of
divorced parents, two lines for
two families can be added with
50-50 percentage.
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END
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