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DIRECT DEBIT GUIDE

Direct debit is a popular payment type used in First Class software to collect fees from customers.
This guide will explain how direct debit works within First Class including how to set it up, how to..

How direct debit works in First Class

First Class only supports monthly direct debit. This means that a billing cycle includes a full month
of billing.

In a perpetual setting, invoices for the upcoming month are generally generated a set number of
days before the start of that billing period.

For example, if the month of May is approaching, invoices for the full month of May would be
generated in late April.

For example - On the 25th of April ALL invoices for the month of May would be generated and

students with a direct debit token would have payment for that invoice scheduled on the
nominated debit scheduled date. E.g.. 1st of May.

Setting up direct debit
Direct debit is essentially a payment type (a way of collecting payment) within First Class.

To set up direct debit within your First Class you must first set up an account with a recommended
payment gateway such as Ezidebit.

You will receive an EDDR (Electronic Direct Debit Request) link from Ezidebit.

This needs to be shared with First Class support to establish your direct debit functionality and
payment type.

You will also need to share with First Class Support your preferred invoice generation date (for
perpetual classes) as well as your preferred billing date. (Date that the payments are taken, i.e.
First of the month).

You can check your current settings for invoice generation date and scheduled payment date via
the payments section under payment settings.
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Settings

Billing Periods

Billing Frequency: Monthly

Current Invoice Generation: 25th of September
Current Payment Scheduled: 1si of Oclober

Current Billing Pariod: 15t of October to 315t of Oclober
MNext Involce Generation: 25th of October

Next Payment Scheduled: 151 of November

Next Billing Period: 151 of November (o 30th of Novembsar

Note:
Direct debit payments can typically be taken from a bank account or a credit card.

As a default both payment types are available, however, if you only wish to accept one type of
payment for direct debit, please speak to your First Class account manager.

How to set up clients on direct debit

Clients must establish a direct debit authorization in order to have their payments for invoices
automatically taken.

This can be established by filling in a direct debit authority or EDDR.
This can be done in 2 ways within First Class.

1. Within the customer portal

Go to my payments section.

Within the top right-hand corner is a button “establish direct debit”.
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Clicking on this button will open an EDDR form that the customer can fill in.

This will link a debit authorization token to their account.

J  Direct Debit Request @ visa

You are about 1o create a Direct Debit Request for ivanhos Girls Grammar School
Customer Details
Please enter your details. including the reference number given 1o you
Type Parent Humbaer *
Prerson v S40014GEaT
First Nama * Last Nama *
Test Tirst
Email * Mobile No
BIMENEMEMEE T AR, COm
Address Line 1 * Address Line 2
Suburb * State * Postcode *
v
Debit Arrangement
Debit Arrangement Statement

| authorise and request the debit user detailed below 10 debit payments from my
nominased account, as specifisd balow, at intervals and amounts as directed by Ivanhoe
Girls Grammar Scthool as per the Terms and Conditions of the vanhog Girls Grammar

2. By sending a EDDR form via email

You can send an EDDR form direct to a customer from the parent/customer profile within first
class.

Click on the send EDDR button and this will send an EDDR form to the customers email on file.
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Parent Profile
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How do | know when a customer has a direct debit
authorisation set up?

On active students list, there is a column called direct debit. If a student has a YES in that direct
debit column it means the customer/parent of that student has a direct debit authority set up.
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How can parents/customers update their payment details

Sometimes customers may need to update their payment details on their direct debit authority.
This can be done within the customer profile within the MY PAYMENTS section.

If a debit authority is in place, there will be a button in the top right-hand corner of this section
which reads “Update Direct Debit Details”.
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Clicking on this button will open a widget that will allow the customer update and save their
updated payment details.

How to take payment within a cycle

Since perpetual invoices work on a cycle, if a customer enrolls within a cycle their pro-rated
payment for the current needs to have payment taken.

There are two ways in which this payment can be taken.
1. One-time payments

One-time payments take the current cycle pro-rated payment IMMEDIATELY when the customer
establishes their debit authority. This is an ideal option to automate the full direct debit process.

2. Real-time payments

If you do not have one-time payments set up for direct debit, the other option is to process the
customer's first payment as a real-time payment.

Real-time payments are a payment type where you can charge the card on file/schedule the
payment for the first direct debit.

To process a real-time payment, go to the invoice of the customer, click the pay button and then
click on real-time payment option.
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Record a Payment

Student Payment Summary
AT T Payment Type: Discount Code:
Age: 3.08y
Real Time Payment >
Class Active Kids Voucher: First Lap Voucher:

Start: 10/10/2023

End: 18/12/2023

Cay-Time: Wednesday 7:00 am
(s [ Real Time Payment
Teacher: MSA

Location:

The amount you will be charged

Charges & Fees

Class fedc

$150.00
fotal $150.00

Failed payments

A natural part of direct debit payments are failed payments. You can get a list of failed payments
via the Ezidebit report within your reporting menu in First Class.

Just filter the payment list for a date range and chose the failed payment type.

EziDebit Payments Report
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SCHMEOULED THATA4T VAT LAATRE, VA4S0 1 S4B [Ty §341 96 et eq. 033 Fasea m
SCHEDULE DT LB 1545 P et W23 Faded m
FELE
- . . B ¥ Payments per page -2 of 2 Paymenty [+]

You have a couple of options when it comes to failed payments

1.Auto re-try - This allows you to automatically re-try failed payments after 3 days.

2.Real time payment - You can process an outstanding payment by charging someone’s
card/scheduling the payment again via a real time payment which will allow you to collect any
overdue fees.
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Payment error codes

Fees

Fees will apply for direct debit payments. Please refer to Ezidebit or your approved payment
gateway for specific details on your fees. Typically, direct debit payments taken from credit card
will incur higher fees than those taken from a bank account.

If you have any further questions about direct debit payments in First Class, please contact your
account manager or support at support@memberretentionsystems.com.
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