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Session Contents P

» Invoicing
* Invoice Settings
* Invoice Process
* Cardline Management
* Disputes
» Accounts Management
e Accounts Receivable
* Payments
e Other transactions
» Ledger Management
e Ledger codes
* Mapping ledger codes

* Ledger cardline report. '
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I Nvo i ce LaYO Ut 3 CANCIION

» The Invoice template defines the layout of your
Invoices

» You can set up multiple invoice templates

» Each invoice template can be configured with:
> logo & colours

physical, postal and payment addresses

organisation details such as ABN

contact numbers and email addresses

YV V V V

your bank and Bpay account details.




Invoice Layout

Header Logo

Account Details

P ‘

R Amount Due $130.24

AUSTRALIA Pay Due Date 10JUL 2010
Account 101897
Number
Involce Number 134003
Date of Issue 03 JUL 2010
Invoice Penod 01JUN 2010 01 JUL 2010
Page Number 10§

Invoice Background Account Summary

Colour

Payslip LOQEI\

Pa; Advice
W cmeonon sl
Organisation 1 paying by mal. please send tha payment advce wih your Account Number 101897
AU oy O pee Invoice Number 134003
Depanment Emersion Overdue Amount $0.00
Accounts Receivable Total Amount Due $130.24

POST OFFICE BOX 3xxx Payment Due Date 10 JUL 2010
Pay To CSUBURB VICTORIA 3023
Address Y omivgiies
Fac 03901240
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Physical
Address

Org. Phone Number
Org Fax Number

Return Email

Org. Registration

Number
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Invoice Email Template B s

>

>

V V V V V

The Invoice email template defines the content and
layout of the email that is sent to your customer

You can set the recipients including primary contact,
billing contact, custom address, CC and BCC

You can include a number of variables such as:
customer number
customer name
invoice number
Invoice amount

invoice due date.




Invoice Settings | E———

>

The Invoice Delivery and Invoice Approval settings
control the way your invoices are sent to customers,
and whether invoices are automatically approved

Can be applied at a system level for all customers,
or set individually customer by customer

Invoice Delivery setting determines how invoices
are sent to your customer e.g. Email, Post, Fax, Do
Not Send, or Email and Post

Auto Invoice Approval controls whether invoices are
automatically set to Approved status when they are
generated.




I nVOiCi ng \‘cmarnnn

» Packages, service plans, and rate cards are used to
determine the charges to invoice your customers

» The Billing and Rating engine automatically creates
invoices on billing day in .PDF format

» Invoices are initially created in Pending status for
auditing and approval

» System does not send invoices to customers until
they are approved

» You can create ad-hoc (or immediate) invoices
manually.




Invoice Auditing | ——

» Pending invoices should be auditing to verify the
details and charges are correct

» Manage invoices by:
» View the invoice
» Review service usage
» Review cardlines and modify if required
» Re-render or Re-rate invoices if changes have been made

» Approve invoices once audited, either individually or
via the Bulk Approve function.




Managing Invoices B cernon

From the Invoice List, click Manage Invoice

Actions available will depend on the invoice status
» View Invoice —

tome [EECINSNM Biling Services  PackagesandPlans  Report  Finance  Events  Admin

o L N

Emersion Support | emesupport@emersiontest.com.au | Platform Manager | Logout

(STEC TR Create New Customer

> A rove Customer: Joe Bloggs (Account ID - 133449)
Dstal | Contacts Package Subscriplions | Service Subscriplions  Panding Ledger Cardiies Profis  Ocder  Purchase t Methods _ Receive t  TakePsyment Foral _Notes

Manage Invoice -

Invoice D: 273108
L]
R e e ( :t Account Number: 133449
Customer Name: Joe Bloggs

Approval Status. Pending

View the Invoice [ Vewmwoee ]
> Re Re n d e r Approve the Invoice
]
[Reset issue Date to Today and Due Date as per terms when approved
> Approve the invoice (and do not send) [T Approve-DotieiSens. )
R e R a t e Reject the Invoice
Re-Render the Invoice
. Re-Rate the Invoice
> D IS p ute
[Set Invoice Dates
Due Date: | 28 Oct 2011 _m

> Issue Date: | 14 Oct 2011 Save Modified Issue Dates
Re Send

0 Date Description Amnt__ Tax Ledger Code Covers From CoversTo___ Vanity Covers Froi
j V ° U G |#1880720( 25 Ju12011 Service Plan Access [25-07-2011 -24-08-2011} [0 [ M2_WOBILE_ACCESS_FEE_ADV (No mapped code) [w] 25 Jul2011 25 Aug 2011 25 Jul 2011
g ‘\‘\ #1660799] 25 Jul 2011 Package Plan Access [25-07-2011 - 24-08-2011] ‘0 0 PACKAGE_PLAN_ACCESS_FEE_ADV (No mapped code) E] 25 Jul 2011 25 Aug 2011 25 Jul 2011
\\|=|s£.z|s4] 26 Jul I Service Usage (M2 Mobie - Test for Service :‘ | | 12_MOBILE_USAGE (No mapped code) |~ | |
« i
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Cardline Management | PR

» Cardlines are the charges, credits or items presented
on the invoice

May summarise or itemise a service’s usage records

Automatically created for product purchases, usage,

Date Description Amnt Tax Ledger Code Covers From Covers To Vanity Covers Froi

rvice Plan Access

25 Jul 2011

-2011 - 24-08-2011] 0 0 M2_MOBILE_ACCESS_FEE_ADV (No mapped code

Can be created
manually for
ad hoc charges.

25 Jul 2011 Package Plan Access [25-07-2011 - 24-08-2011] |[[0 0 PACKAGE_PLAN_ACCESS_FEE_ADV (No mapped code)

25 Jul 2011

25 Aug 2011 ‘ZE Jul 2011
‘:flu‘ZOH

1M2_MOBILE_USAGE (No mapped code)

m

01 Aug 2011 Package Pian Access [01-08-2011 - 31-08-2011] ([0 PACKAGE_PLAN_ACCESS_F

01 Aug 2011

£_ADV (No mapped code) [¢] |01 Aug 2011

Service Pian Access [01-08-2011 - 31-08-2011] |f|0 12_IMOBILE_

FEE_ADV (No mapped code) [w] 01 Aug 2011

|

| ==

| | -

7|/02 Aug 2011 } Package Pian Access [02-08-2 ! 30 I PACKAGE_PLAN_ACCESS_FEE_ADV (No mapped code) [+ |02 Aug 2011 ’ 02 Sep 2011 ‘
02 Aug 2011 ’ Package Plan Access [02-08-2011 - 01-03-2011] ; 30 l 3 PACKAGE_PLAN_ACCESS_FEE_ADV (No mapped code) [] |02 Aug 2011 ) 02 Sep 2011 ‘ 02 Aug 2011
|02 Aug 2011 } Package Plan Access [02-08-2011 - 01-0: [ 30 ‘ 3 PACKAGE_PLAN_ACCESS_FEE_ADV (No mapped code) [v] [[02 Aug 2011 ' 02 Sep 2011 ‘ 02 Aug 2011
02 Aug 2011 ' Package Plan Access [02-08-2011 - 01-0 t 30 ‘ 3 PACKAGE_PLAN_ACCESS_FEE_ADV (No mapped code) [v] |02 Aug 2011 ' 02 Sep 2011 ‘ 02 Aug 2011
02 Aug 2011 'pacuge Plan Access [02-08-2011 - 01-09-2011] .m ‘: PACKAGE_PLAN_ACCE! 02 Aug 2011 .c: Sep 2011 ‘c: Aug 2011
02 Aug 2011 Package Plan Access [02-08-2011 - 01-08-2011] ’ 30 ‘ 3 ACKAGE_PLAN_ACC 02 Sep 2011 02 Aug 2011
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Cardline Management | —

>

>

Pending cardlines are charges created against an
account but not allocated to an invoice

Also created when charge is created when there is
an existing pending invoice

On pending invoices: = T

» Modify cardlines R ———

> Allocate pending —E—————n
cardlines

Pending

A\

Cancel Attach a pending cardline to the invoice
. jger Cardiines |
|
Transaction Date ¥ Description AcctMame  Biling Type Code EXGST GST Total
250 24-11-2011 JoeBloggs  |Advance ,:;i' 000| 000 |
250 24-11.2011) Joe Bloggs  |Advance 0.00] 0.00| 000 |

A\

Delete cardlines

A\

Add new cardline.
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Unallocated Cardlines WO

» You can manually create unallocated cardlines against
an account

» Can be created at any time during the billing period
independently to the billing cycle

» Will not be reflected on the account balance until
allocated to an invoice (and the invoice approved)

» Cardlines for a negative amount appear as a credit

» Can be allocated to an existing invoice, used to create
a new invoice, or left to be picked up during the next
bill run.




Immediate Invoices B secmon

» Ad hoc, orimmediate, invoices can be created
outside the regular bill cycle

E.g. if you sell hardware to a customer and wish to
immediately an create invoice before the bill run

» Can be managed per normal invoice functions

» Automatically allocates any pending cardlines held on
the account into the new invoice

» Cannot be created if account has an existing pending
invoice — manage the existing invoice instead.




Approve Invoices | E——

» Invoices can be approved individually or in bulk
» Once approved, cannot be undone

» Charges are committed against the account ledgers
and effect the account balance

> Will be sent to the customer via the account’s
settings

» Option to approve and not send e.g. if amount is
small

» You have the ability to modify the invoice issue and
due dates before approving.




Reject Invoices | E———

» If you find invoice details are not correct, you can
reject the invoice

» They are investigated by the billing support team
with your assistance

» You must enter notes and details about the problem
with the invoice to enable quick resolution

» Invoices can be rejected individually or in bulk

» Once investigated, the invoices will be re-generated
and returned to a Pending status.




Re-rate & Re-render Invoices A

» Re-render:
» Re-generates invoice .PDF files

» Invoices that have been modified (e.g. cardlines changed)
must be re-rendered to reflect changes

» Invoices can be re-rendered individually or in bulk
> Re-rate:

» Re-calculates the invoice charges

» If you update packages, service plans or rate cards after the
bill run (e.g. to correct errors), invoices must be re-rated

» System automatically re-renders invoices after re-rating.

B A



Raise DiSpUte \‘cmarnnn

» Disputes can be raised if a charge appears on an
Invoice in error

» The amount disputed can be entered against the
corresponding invoice and temporarily reduce the
amount due

» Disputed amounts are excluded from automated
payment processing

» Can only be raised against approved invoices

» After investigated with your customer and/or
upstream provider, can be approved or rejected.




Accounts Receivable WO

» Receive Payment — either manually or through the Electronic
Payment System (EPS)

» Invoice List — lists all invoices in the system. You can then
Manage or Download the invoice

» Unallocated — shows all unallocated payments received. You
can then view and allocate the payment

» Transactions — lists all financial transactions, including
payments, invoices, debits, credits, refunds

» Pending Cardlines — shows all cardlines that have not yet been
included in an invoice

» Payments — lists all payments and allows you to view the details
Disputed, Credit, Write off, and Refund (details in next slides).

Emersion Training A
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Payments -

There are two methods to record payments from
customers:

» Receive Payment:

» record a manual payment from a customer that has been
received outside Emersion e.g. cheques, cash, or non-
integrated credit card payments etc

» Take Payment:
» process a payment through the automated EPS gateway

» You can automatically allocate the payment against
one or many invoices or manually allocate against a

specific invoice.



Disputes

W cNMErnon

» Lists all disputed amounts raised against invoices
» Disputes can be resolved in one of two ways:

» Approve the dispute — to raise a credit for the disputed
amount

> Reject the dispute —the amount remains on the invoice
and becomes due. Resalve Dizpute on Invoice

Approved Disputed Amounts wil be placed a2 a credt on the custamers account,

Customer Mame: Inner orthern Local Learning & Employment Netwark Py Ltd
Aceount Mumier; 101513
Ivvaice [0 248072

Dizptded amount. 80

Credt Reference:
Crelt Type:
Creclt Mofe:
I Aprrove Disputz
| e Diste
I Cancel

Emersion Training




Cred itS W CAENIoN

» Allows you to raise a credit against a customer’s account

» Can be automatically allocated against the oldest invoice(s) or
manually applied to a specific invoice

» Reduces the account’s outstanding balance immediately

» If not allocated to an invoice, the credit will appear on the
customer’s next invoice.

» You can enter the Credit Type, Credit Reference and Note.

Credit

Custamer Name: Hi -
Total (Ine Tae):
Tax Type: | Australian G5T [
Amaurt (Ex Tax):
e Amourt:
Auto Allocate
* Credt Reference: 3
Credit Type: | Misc v
Credit Date: | 11 Jan 2012 125726

Creclt Mote:

Emersion Training




Wr | te OffS W cNMECNoN

» Allows you to write of an outstanding balance, either as a
debit or a credit

» Raised against accounts with no unallocated payments and no
outstanding disputes

» You can write off all outstanding invoices, or an individual
invoice.

Write Off Credit
Hame: A
I (Inc Tax): 14943
it (Ex Tax): 13586
o Amount: 135.74
AAAAAAAAAA
iibe Off
Referer
Credt T
irite
irite
otal Amount Ut st Amount urt mount  ~ Allocated Amoul int

nnnnnnnnnnnnnnnnnnnnnnnnnnnnn
000000000000000000000000000000000000000000000000
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

0000000000000000000000

\\\\\\\\\\\\\\\
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Refu n d S W cNMErnon

» Used to return unallocated payments to customers

» The account balance is adjusted immediately

» The refund will appear on the customer’s next invoice

» You can enter Refund Type, Refund Description and Note.

Fefund Unallocated Funds

Customer Mame: C
* Total (Inc: Tae):

Auto Allocate

Refund Reference:

Refund Type:

* Refund Date: | 11 Jan 2012 13:56:45

Refund Mate:
Cancel Refund
Journal 110 3% Customer Hame CUSTOMER_ID Amount Transa ction Date Allocated Amount
715730 |David Wizhater 126528 19.85 T Mo 2011 ”
1
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Accounts Payable

» Displays a list of all invoices generated by the system from
your upstream suppliers that also use Emersion as their billing

platform.

W cMernon
“——

> You can view the details as well as download the invoice .PDF

file.

Invoice Payable List

Invaice ICx
Due From:
Due T
search J[ crear |
18 Results Found
Invoice ID 3 SP ID Service Provider Date Issued  Date Due  Amount of the invoice Paid Out: 1 Payable  PDF
157049 1 Emersion Software Systems Fdan 2011 10 Jan 2011 0o .00 .00 .00 000 Daveeniloscd
196059 1 Emerzion Software Systems 3 Feb 2011 10 Feb 2011 000 0.00 .00 .00 0,00 Dareenloscd
204564 1 Emerzion Software Systems 3 hbar 2011 10 Mar 2011 000 0.00 .00 0.0o0 000 Divveniloscd
2119358 1 Emerzion Software Systems 3 Apr 2011 10 Apr 2011 ooo 0.00 .00 0.00 0.00)|Davwnioacd
213510 1 Emersion Software Systems 4 May 2011 | 11 hay 2011 onoo 0.00 0.00 0.00 0.00|Dowwnload
220651 1 Emersion Software Systems 3dun 2011 | 10 Jun 2011 000 0.00 .00 .00 0,00 Dareenloscd
237243 1 Emerzion Software Systems 4l 2011 11 Jul 201 000 0.00 .00 0.0o0 000 Divveniloscd
249218 1 Emetszion Softwate Systems 4 Aug 2011 | 11 Aug 2011 0.0o 0.00 0.00 0.00 0.00|Dovvnlosd
260677 1 Emersion Software Systems 23ep 2011 93ep 2011 onoo 0.00 0.00 0.00 0.00|Dowwnload
269690 1 Emersion Software Systems 20ct 2011 9 0ct 201 000 0.00 .00 0.00 0,00 Daveenloscd
278588 1 Emerzion Software Systems A4 Moy 2001 [ 11 Mow 2011 000 .00 .00 0.0o0 0,00 Dareeniloscd
255920 1 Emetzion Software Systems 4 Dec 2011 | 12 Dec 2011 000 0.0o 0.0o 0.00 0.00|Dovvnlosd
292831 1 Emerzion Software Systems Fdan 2012 10 Jan 2012 ooo 0.00 .00 0.00 0.00)|Davwenioacd
290624 1 Emersion Software Systems 2Feh 2012 9Fsh2MM2 000 0.00 .00 0.00 0,00 Daveenloscd
207024 1 Emersion Software Systems 3 Mar 2012 [ 10 Mar 2012 000 .00 .00 0.0o0 000 Dareeniloscd
309574 1 Emerzion Software Systems 3 Apr2012( 10 Spr 2012 000 0.00 .00 .00 0,00 Divvenloscd
311264 1 Emersion Software Systems Shlay 2012 10 May 2012 ono 0.00 0.00 0.00 0.00|Dovenlosd
313032 1 Emersion Software Systems 2dun 2012 9Jdun 2012 0.0o 0.00 0.00 0.00 0.00|Dowvnlosd
1
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Securities

W cmernon

» You can elect to take a security deposit (or payment) e.g. if a
customer is a credit risk etc.

» Allows you to record a security deposit Payment, as well as
Refund the deposit.

» Security payments are displayed on the customer’s invoice for
informational purposes only

» Do not adjust the account balance.

Accourt Balance | 0.00
€3

Unallocated Funds | 0.00
€3

Deposit Amount Held

Emersion Training



Bulk Import Payments | —

» Import .CSV files containing details of payments received from
external sources e.g. BPay etc

» Payments are applied against customer accounts without
requiring manual entry

» The file must be in the Emersion Bulk Format:

> DATE, ACCOUNT ID, BPAY BILLER_CODE, BPAY REFERENCE,
CUST REFERENCE, AMOUNT, SURCHARGE, METHOD

» Australian Bankers Association (ABA) format is also supported
(sample available on the system).

B A



Ledger | WO

» Default ledger codes are set up against all charges, fees and
transactions in the system

» You assign a default ledger code to your products, which can
be overwritten when sold to a customer

» You also assign a ledger code against when creating an
unallocated cardline

» Each ledger code has a default generic Simple Code that can
be used to group similar ledger items

» You can map the system ledger codes to the default simple
codes for grouping and accounting

» E.g.ledger code of ‘PSTN_SERVICE_USAGE’ may have a simple
code of ‘USAGE’; or a ledger code of ‘PSTN_SERVICE_ACCESS _

FEE_ADV’ with a simple code of “ACCESS_FEE_ADVANCE". |



Ledger Mapping | ——

Allows you to map the default ledger codes to your own
custom ledger codes

E.g. you can map the default ledger code for service access
fees to the appropriate general ledger code in your accounting
system

You can set all custom ledger code mappings to the default
ledger codes, or the default simple codes.

Ledger Mapping Toal

Ledger Codle:

Mapped Codle:

Simple Code:
Change all mappings to simple | [ Chiange all mappings to defeut | [ override xisting codes?
Ledger Code ¥ Simple Code ipti Mapped Code Mapped i

[100MB_DATe,_CaAP_LISAGE_ACCESS_FEE DV (ACCESS_FEE_ADVANCE |sdvance Access Fee lsdger sods for 1 00MB Data Gap Usage bot-on type
[100MB_DATS_CAP_UISAGE_ACCESS FEE_ARR  |ACCESS_FEE_ARREARS |drrears Access Fes ledger code for 100ME Deta Cap Lisage hak-on type

[100ME_DATA_CAP_USAGE USAGE US4GE Usage lecer code for 100ME Data Cap Usage bolk-on type
[10_casiaL_pats Pacic PRODUCT PURCHASE  |310 Dallar Casual Data Pack
[168_DATA_CAP_UISAGE_ACCESS FEE_ADV  [8CCESS_FEE_SDVANCE |sdvance Access Fee ledger cods for 1GB Data Cap Lisage boit-on type
168 DATA_CAP_LISAGE_ACCESS FEE_ARR |ACCESS_FEE_ARREARS |Arrears Access Fee ledger code for 168 Data Cap Lisage bolt-on type
168 DATA_CaP_USAGE_USAGE UsAGE Usage ledger code for 168 Data Cap Usage bell-on type

20MB_DaTa_GAP_IUSHGE_ACCESS_FEE_ADY  [ACCESS_FEE_ADVANCE |&dvance Access Fas lsdger cods for 20MB Data Cap Lisage kok-on typs
J0MB_DATS_CAP_1USAGE_ACCESS FEE_ARR  [ACCESS_FEE_ARREARS |Arrears Access Fes ledger code for 20MB Data Cap Lisage bolt-on type

20MB_DATA_CAP_USAGE USAGE USAGE Usage ledger code for 20ME Data Cap Usage kotl-on type
29_casiaL_Dats_Paci PRODUCT PURCHASE  |328 Casual Data Pack

268 _DATA_CAP_IISAGE_ACCESS FEE_ADV  [ACCESS_FEE_ADVANCE |&dvance Access Fee ledger code for 268 Data Cap Lisage bolt-on type
268 DATA_CAP_USAGE ACCESS FEE_ARR 4CCESS FEE_ARREARS |4rtears Access Fee lecuer code for 208 Data Cap Lisage hoft-on type
268 DATA_CaP_LISAGE LUSAGE US4GE Usane leder code for 2GB Data Cap Usage hot-on type

300MB_DATS_CAP_UISAGE_ACCESS_FEE_SDV  [ACCESS_FEE_ADVANCE |&dvance Access Fee ledger code for 300MB Data Cap Usage bot-on type
[300MB_DATA_CAP_LISAGE_ACCESS FEE_ARR  |ACCESS_FEE_ARREARS |Arrears Access Fes ledger code for S00ME Data Cap Lisage hok-on type

500VB_DATA_CAP_LISAGE_USAGE US4GE Uisane lecer cade for 300ME Data Cap Lisage bolt-on type
36_CaP_accEss_FEE_aDv |4CCESS_FEE_SDVANCE |advance Access Fee ledger cotle for 3G Cap Boton
36_CAP_ACCESS_FEE_ARR |ACCESS_FEE_ARREARS |Arrears Access Fee ledger code for 36 Cap Botton
36 cap Usace ustcE Usage ledger code for 3G Cap BottOn

12395 6o+
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Ledger Cardline Report | —

» Enables you to view and export all cardlines and transaction
data, along with their associated ledger codes

» All mapped custom ledger codes are exported with the data

» Produces a record for every cardline created within the date
range selected

» The ledger codes mapped will appear in the .CSV file, which
you can then import into your accounting system e.g. MYOB.

B A
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