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•Refunds
•Financial Agreements
•Q&A

Overview

“There’s no 
earthly way of 
knowing which 
direction we are 

going”



Refund Scenarios



Customer paid $25Customer charged $25 for 
pencils

Refunds 

Refunding always involves two 
basic steps

1. Recording the Refund
2. Adjusting the Balance

Admin gives $25 back to 
customer 

BUT…

Did you want $25 more 
subtracted from the balance 

owed?

MAYBE!

-25

-25

+25



Options to adjust the Balance

Check or Cash Payments
• Full Refund, No Balance Adjustment “I want my money back!”

• Give a credit on a future invoice

• Full/Partial Refund, Balance Adjustment “I used the wrong payment method” or “I accidentally paid an extra invoice”

• Create a Refund Invoice - add a new charge equal to the refund amount
• Free up the Original Invoice - It still needs to be paid
• Reassign the Original Payment to the new Refund Invoice

The goal is to keep 
good records of 

what you did



Options to adjust the Balance

Online Payments 
• Full Refund 

1.   Prior Balance Remaining (Scenario 1) - Admin adds a "Correction" Charge
2. $0.00 Balance Remaining – Admin adds a Payment (Misc. Credit)
3. $0.00 Balance Remaining - no balance adjustment needed

• Partial Refund - similar to check/cash 
1. Partial Refund, Credit a Future Invoice
2. Partial Refund, money returned via Check or Cash

The goal is to keep 
good records of 

what you did

The financial customer 
makes a $620 online 

payment that needs to 
be refunded and the 

admin wants the balance 
to return to the balance 

owed prior to that 
payment - $3320.00.

The customer has a 
tuition charge, makes at 
least one payment and 

then withdraws from the 
school.  The desired 

outcome is a Full 
Refund, with zero 

dollars owed in the end.

The customer has a 
tuition charge, made a 

full payment that zeroed 
out the balance, but then 

withdrew from the 
school.



Financials Agreements



Creating a Financial Agreement Process
• Create template called a Financial Agreement Process once per year
• Use template to create each Family’s Agreement
• Fees and Discounts applied to family with Logic Rules

Financials Agreements



Initial Set up
• Name
• Instructions (Admins Only)
• Academic Term
• Start/Due Dates
• Signature Text and additional info



Fee Rules
• 3 Types of Fees:
• Per Course
• Per User
• Per Agreement

• Basic Parts of Each Fee Type
• How much?
• What Account Category?
• When to apply the Fee (The Logic)



Discount Rules
• 3 Types of Fees:
• Per Line Item
• Per User
• Per Family / Agreement

• Basic Parts of Each Fee Type
• How much? What Type?
• What Account Categories?
• When to apply the Fee (The Logic)



Logic



The Financial 
Agreement 

Process
Template to the Family  

Review/Edit 

 

Finalize 

Sign

Publish

• How do I know when 
an agreement is 
signed?

• When can the admin 
edit an agreement?

Financials Agreements



To Add an Additional Student:
1. Create a new Financial Agreement for just the additional student.
2. Create a completely new Financial Agreement for all the children (replacing the original)
3. Create a manual charge for tuition with no Financial Agreement.

To Remove a Student:
5. Create a new Financial Agreement without the removed student (same as Option 2)
6. Credit the account for the tuition, clean up the invoices, no new Financial 

Agreement

To Remove an Entire Family:
7. Credit the account for all charges, bring Balance owed to $0 and Hide the Financial Agreement

Amendments to Financial Agreements



Financial Agreements
A Special Case

Split Family Tuition Charges





Adding two fields to the Family Info Form



The Two Family Tuition Agreement
• The same charges are applied to 

both families
• Per Agreement Fees (not Per User)
• Per Family Discount (50%)



Per Agreement Fees



Split Family Reduction Discount





Q & A


