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Placing students and creating an order  

 

This document will explain the process of placing a student on a course, creating an order, 

and showing the invoice communication that is generated. 

To begin, go to the students Client Data Sheet, by pressing Students and Search. The 

next step is to add them to a course, press the blue Add button in the left-hand column 

just under the Course – History section.   

After pressing the Add button, choose the course you wish to place the student on and 

press the View Spaces button on the right-hand side of the page. You will be presented 

with a list of courses for that class type, find the course with a day and time that suits 

your client the best, and press the Students button to proceed to the next step.  

 

 

 

 

 

 

 

 

 

 

The system will automatically select the lessons that the child is able to attend based on 

today’s date. The system will automatically create an invoice for this if you have Create 

Orders turned on for the Location and Activity you are in. Any credits against the student 

will be applied to this order automatically, press the Confirmed button if you are sure the 

client would like this place, Unconfirmed if you’re waiting to hear back from them, and if 

you have the payment already you can press the Pay Now button to confirm the space 

and pay off the invoice immediately.  

After selecting one of the three options, you will be taken back to the CDS where you will 

be able to view the order by pressing Invoices in the left-hand column.  
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If you have the Invoice template configured under Client Communication and then 

Activity Communication, the system will have generated an invoice email for you to 

send out to your client. You will find the email under Client Communication and Manage 

Communications.  

 

You can make changes to this student’s email by simply typing in the email body, 

alternatively, you can edit the entire invoice template by pressing the Amend Template 

button at the top right of the page.  

 

 

 

 

 

 

 


