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Adding items to invoices  

 

If you need to add an additional item to an invoice, it can be done for an individual client 

or a group action for multiple clients.  

 

To add an item to an individual student’s invoice, go to Students and Search from the 

Main Menu. Search and select the student you wish to charge the additional item to, and 

you will need to go to the Invoices section of their CDS.  

Once on the Invoices page, press Manage Invoices which will take you through to the 

Current Orders page. This page will display a list of all the outstanding invoices against 

the family. Locate the invoice you wish to add the item to and expand it using the plus 

button to the left of the student’s name.  

 

A green plus will appear with the words Add Item next to it, you will need to press this.  

 

The page will show as above, press the blue miscellaneous Add button to add the 

description and price of the additional item. Once complete, press the Add To Order 

button. 

You will be re-directed back to the Current Orders page, and you will see the additional 

item has been added to the order. 
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On the contrary, you can use a group action to add additional items to a selected group of 

students at once.  

To do this, go to the Main Menu and press Courses and then Search. Using the filters on 

the left-hand side of the page, refine your search so the page only shows those to who 

you wish to add the extra item. For example, if you want to charge everyone that swims 

on a Monday for a swimming cap, use the day filter to select Monday and press Apply.  

Once you have refined your search as much as you wish, press the Group Action button 

at the bottom of the filters list. You will need to select the Add Item to Existing Order 

option, the system will then show you a list of all the students’ names who will be affected 

by this group action. If you are happy that everyone who needs the item added is on the 

list, you can press the green Add Item to Existing Order button at the bottom of the 

page.  

 

 

 

 

 

The page will show as above, input what you would like the line item to show as in the 

Item Description box. You will then need to input the price of the item for each 

membership type you have set up within your organisation.  

Once complete, press the green Add to Orders button and then check one of the student’s 

invoices by going to their CDS.  

 


