Add a New Payment 4\ ONE TO ONE
w#PLUS

This guide outlines a simple process for adding payments to invoices, helping users
manage transactions efficiently. It covers key steps like entering details and accessing
receipts to streamline workflows and maintain accurate records.

1 Select "Invoices".
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2  Select "Add New Payment".
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3  Enter the Invoice ID.
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4  Enter the payment amount.
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5  Select "Payment Type"
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6  If necessary, enter a description.
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7  Select "Save".
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8  The receipt will automatically be displayed.

Preview Payment

PAYMENT

Payment Date: 1/14/2025
PaymentID:  PAY-445985
Invaice ID: INV-0001045941

Bill to the Parent/Guardian of:
Burt Lancaster

Student ID: EO00D1
Schoal:

Payment  Description Ticket TicketType  Amount Paid Balance
Type &}

cash $10.00 $10.00

Select "Email", "Download", or "Print" for the payment receipt or select "User
Invoices" to see all invoice pertaining to the user billed.
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Preview Payment

PAYMENT

Payment Date: 1/14/2025
Payment ID:  PAY-445985
Invaice ID: INV-0001045941

Bill to the Parent/Guardian of:
Burt Lancaster

Student ID: E00001
Schoal:

Payment  Description Ticket TicketType  Amount Paid Balance
Type o

cash $10.00 $10.00
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10 Alternatively, you can make payments by selecting 'Manage' from the invoice
menu.
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11 Select the invoice.
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12  Under the payment section, select "Add".
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13  Enter the payment amount.
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16  If necessary, enter a description.
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17 Select "Save"
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18  The receipt will automatically be displayed.

Preview Payment

PAYMENT

Payment Date: 1/14/2025
PaymentID:  PAY-445985
Invaice ID: INV-0001045941

Bill to the Parent/Guardian of:
Burt Lancaster

Student ID: EO00D1
Schoal:

Payment  Description Ticket TicketType  Amount Paid
Type 4]

cash

19 Select "Email", "Download", or "Print" the payment.
Preview Payment

PAYMENT

Payment Date: 1/14/2025
Payment ID:  PAY-445985
Invaice ID: INV-0001045941

Bill to the Parent/Guardian of:
Burt Lancaster

Student ID: E00001
Schoal:

Payment  Description Ticket TicketType  AmountPaid
Type D

cash
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