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Checking Credits and Order Settings

The final steps before placing students onto courses is to make sure that orders are turned
on or off as appropriate, and that the credits that are on the system are appropriate.

Starting with the orders, go to System Configuration on the Main Menu and then
Membership Types.

Once on the Manage Memberships page, double check that the Create Orders slideris
only switched to Yes for those membership types that you require the system to create
invoices for. For example, if your staff members receive free lessons for family members,
you would have orders switched off as you will not be billing them.

The default membership type for an adult and child will determined what membership type
they will have when they are added to the system for the first time, this can be changed
in their CDS.
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Next step is to check your credits. Go to Re-enrolment on the Main Menu and then Un-
used Credits on the sub-menu.

On this page you will see a list of credits that have been created over time. The table will
show who the credit was issued to, for how much, the reason for the credit, the date it
was issued and the Credit Status.
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Unused Credits
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A credit will show as one of two statuses on this page: Allocated or Available. If a credit
is showing as Allocated, this means it was created some time ago and has already been
issued against a client’s order. A status of Available means that the credit will be applied
to the next order that is created for that client.

On this page, double-check all the available credits to make sure they have been correctly
issued. If you come across a credit that has been issued by mistake, you can simply press
the red Delete button at the end of the row to remove the credit.

If a credit is deleted, a note will be made in the students CDS saying who has deleted the
credit and when, and how much the credit was for. This note comes in handy if a credit is
deleted by mistake, as you then have all the details you would need to re-issue it.

Once you have checked these two pages, you are in a position to begin adding the students
onto the courses in the new term. As you do this, the system will honour your setting, i.e.,
creating orders and applying credits to said orders.
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