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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. 

  

 

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.  

 

                                                                                                           

 

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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2. By navigating to "People 
Management," you can find the 
sections for Students, 
Individuals, and Families.  

These are the automatically 
synced data from FACTS. 
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2.2  Demographics 
 

 

 

 

 

 

 

 

1. From Odoo Menu, go to 
school panel. 
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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 
there, you can select the 
specific student of your choice, 
and the landing page will show 
all the students.  
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4. Inside the "Students" tile, 
you will see various tabs that 
display information about 
Families, Relationships, 
Healthcare, Academics, 
Enrollment History, 
Demographics, and Finance. 
These pieces of information are 
automatically populated from 
FACTS. You can verify the 
accuracy of the displayed 
information through the image 
provided. 
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5. Navigating to the 
"Relationship" tab, this feature 
allows you to see the 
connections between students 
and their associated 
individuals. 
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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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7. Individuals are found in the 
“People Management”. This 
shows all non-students’ 
information on this part. 
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8. To access the family 
information, go to "People 
Management" and click on 
"Families." The displayed 
image shows various details 
such as individuals, students, 
and finance. These details are 
synchronized from FACTS.  
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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.  
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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. 
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3 School Tuition Manag ement 

                                                      

 

 

                                                                                   

 

 

 

 

 

 

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

2. Click “create”. 
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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. 
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4. After going the 'Installment' 
tab and choose your preferred 
option by clicking on the drop-
down option. 
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5.If 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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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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7. To set the default months for 
installments, navigate to the 
"Lines" section and select 
'Installments' from the drop-
down menu. It is recommended 
to choose all the months as the 
default option. This allows for a 
standardized and consistent 
installment schedule across the 
board, simplifying the process 
for managing tuition payments. 
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8. To set up your invoice 
method, click on the dropdown 
button of "Payment Terms" and 
select your preferred option. 
This feature can also be used 
to give cash discounts for early 
payments.  
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9. Now you can set up and put 
the information for “Product”, 
“Description” and “Default 
Price”. 

Save. 
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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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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 
month. 
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12. Lastly, indicate the “Grade 
Level”. 
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4 How To Create Tuition Plans 

 

 

 

 

 

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

2. To create a new tuition plan, 
go to Tuition Templates then 
click “New Tuition Plan”. 
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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”. 
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4. After that, you’re going to 
see now the updated “Tuition 
Plans”. 
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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. 

If you need to generate the 
next installment in advance, 
you can click on “Create 
Charges”. The customer can 
view the invoice/quotation by 
logging in to their portal 
provided that the parent's login 
is already activated. 
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6. If you want to send the sales 
order via email. Go to “Sales”.  

7. Then go to the sales order 
that you need and click it. 
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8. Then after checking all 
information, click “Send by 
email”. 
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5 Advanced Features : How To Create Tuition Plan For Next Year 
 

 

 

 

 

 

 

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

3. After that go to “School 
Panel”.  
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4. Go to ‘Finance 
Management’. 

5. After selecting 'Finance 
Management', go to the 'Tuition 
Templates' option. 
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6. Next, select the desired 
grade level and click on 
'Configuration'.  
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7. Click on “Edit”. 

8. On the right-hand side, click 
on the three dots and ensure 
that the domain and grade 
levels are selected. 
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9. Ensure that the selected 
grade level does not have any 
existing entries yet. 

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



EduWeb Group 
Tuition Plan and Tuition Template 
 

 

© EduWeb Group                                                                                      Page 39 of 100 
             

 

 

 

 

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

12. To view the information, click 
on the 'unfold' option 
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13. Go to G1 by clicking it. 

14. To begin the configuration 
process, return to the first tab and 
click on 'Add Filter'.  
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15.Click “ID”, then go to previous 
button arrow. 

16. Search for “Enroll States” and 
“Next Grade Level”. 
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17. The 'Grade Level ID' is 
required in the code, which can be 
obtained from the second tab by 
clicking on the bug icon. 

18. Go to “View Metadata”. 
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19. Then copy the ID (Grade 1) 
located in the “View Metadata”. 

20. Put the ID on the “Domain”. 
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22. Go to 2nd tab, and select to 
Grade 2. 

21. Same process for Grade 2, go 
to the next line. Then go to 
previous button arrow and search 
for “Enroll States” and “Next Grade 
Level”. 
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23. Go to bug icon then click “View 
Metadata”. 

24. Then get the ID from Grade 2. 
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25. Put the ID(Grade 2) on the 
“Domain”. 

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

26. Once all the “Grade Levels” 
are set up. Click “Save”.  
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27. We also need to make sure all 
the installments are configured. 
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28. After completing these steps, 
we are now ready to create tuition 
plans for the upcoming school 
year. Navigate to the 'School  
Panel’. 

29. To group tuition plans by grade 
level, click on 'Group By', search 
for 'Grade Levels', and then click 
'Apply'. 
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31. Click “Add a line”. 

30. Assuming that “Tuition 
Templates” are completed. Go to 
the 1st tab, then click on “New 
Tuition Plan”. 
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33. To create a tuition plan for 
each grade level, click on the 
grade level to expand its details 
and select the 'Name' checkbox 

32. You can group the students 
based on your preferences (Grade 
Levels). 



EduWeb Group 
Tuition Plan and Tuition Template 
 

 

© EduWeb Group                                                                                      Page 52 of 100 
             

 

 

 

 

 

 

 

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. 
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36. Let’s say we are already on 
the current year (After 
progression). Go to “Tuition 
Templates”. 

37. Go to configuration. 
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38. Edit the domain. 

39. Remove all the "Grade Levels" 
by clicking the "x" and save the 
changes. 
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40. On the Tuition Template, add 
the “Grade Levels” from Grade 1 
to 3, and then click ‘Save’.  
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6 Advanced Features : How To Create A Credit Note 
 

 

 

 

 

 

 

1.In the main menu, click on 
‘Accounting’. 
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2.This screen will be displayed on 
the dashboard. Tap on the three 
dots at the top right corner to 
access the credit note option. 
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3. By tapping on the three dots, 
the screen or menu for that journal 
will be displayed. Select ‘New 
Credit Note’ from the options. 
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4. Here, you will fill out all the 
information to create the credit 
note. 
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5. You fill out the data and confirm 
it. 
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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. 
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7. To create the payment, the 
procedure is the same as that of 
the sales order. 
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8.The payment is created, and the 
credit note will show a balance of 
zero (-0-) with the payment 
reference. 
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9.Once 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. 

10. If you click on ‘CREDIT 
NOTE’,the credit note screen will 
be displayed. 
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11. We check the student's 
account statement to verify that 
the credit note is reflected. 
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12. To validate how many credit 
notes we have created, go to 
‘Accounting’ on the dashboard, 
click on the three dots, select 
‘View’ and choose ‘Credit Note’. 
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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 
 

 

 

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

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

5. The reversal credit note is 
created. 
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6. Click on ‘Confirm’ and you will 
be given the option to register the 
payment. Proceed with registering 
the payment. 
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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’. 
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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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8Advanced Features: How to Register Payroll Deductions 

 

 

 

 

 

1. In the main menu, select the 
‘School Panel’ module. 
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2. In the ‘Students’ section, enter 
the name of the student and click 
on the box with their name to 
access the student's profile and 
proceed with the payment. 
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3. When you enter the student's 
data, select the option ‘Wallet’ and 
then choose ‘Load Wallet’. 
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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. 

Once you have completed the 
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5.Once you click on ‘Apply’, the 
payment screen will be displayed. 
If the discount date is today, 
18/05/2023, the process is 
complete at this point, and the 
payment is processed for the 
student. 
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6. To confirm that the payment has 
been applied, go to ‘Accounting’ – 
‘Customer’ – ‘Payments’. If you 
see the illustration, the payment 
should be processed and reflected 
in the payroll deduction journal. 
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7. When the payment is processed 
today, May 18th, but it needs to be 
recorded with a date of January 
2nd, you will need to delete the 
payment, go to the invoice, change 
the date, and register the payment 
again. 

First, you need to change the 
payment to a draft status. Go to 
the main menu and select 
‘Accounting’ – ‘Customer’ – 
‘Payments’. Look for the customer 
and find the payment. Click on it to 
access the payment details, and 
then click on ‘Reset to Draft’ to 
change the payment status to 
draft. 
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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. 
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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. 
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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. 



EduWeb Group 
Tuition Plan and Tuition Template 
 

 

© EduWeb Group                                                                                      Page 84 of 100 
             

 

 

 

 

 

 

11. To validate that the payroll 
discount payment is applied, go to 
‘ACCOUNTING - RECEIVABLE 
LEDGER’. 
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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. 
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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. 
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14. Once confirmed, we go to the 
bottom part and add the previously 
processed payment by clicking on 
the word "ADD". 
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15. Leaving the payment correctly 
applied. 
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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. 
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9.1 Configuration 

 

1. Go to Configuration > click 
Settings 
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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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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 

 

 

 

 

1. Click on School Panel 

2. Click the Enroll New Student 
button 

3. Click Add 
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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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6. Click Next 

7. If there’s already an existing 
family on file, click on Add 
Existing Family. For completely 
new record, click Add.  
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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 2nd 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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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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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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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. 

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. 
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------------------------------------------------END------------------------------------------------ 


