Sending Invoices in Advance
of Payment

1. To begin, start a regular rollover process, by going into the Permits menu and selecting
Active Sales Window. Click on Rollover Users to enter the rollover wizard.

Branch: 20180306_0C-2332_ValidatorUpdate

© % & & Quick Search... Q| (jient Time: Mar 15, 2018 @ 14:01:57
Permits : . N
e l Active Permit Sales Window
Active Sales Window [ Manage Szle Windows ]
Select the permit sales window(s) that are currently active.
Lockers
YEARLY PERMITS
& Sales Windows Name Dates
Active Sales Window ® Test Annual Jan. 1, 2015 - Jan. 1, 2045
Yearly - MNext year Jan. 1, 2019 - Dec. 12, 2018 Rollover Users
None

Update Current Sales Window

2. By deselecting the preferred payment method here you can perform a rollover that will
not process automated payments.
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Permit Rollover
GELY Test Annual RREY Yearly - Next year ]

This is for rolling active permits from the current active sales window to the selected future sales window.

Rollovers can be performed multiple times. If the permit already is associated to the user in the new Sales Window, it will be ignored.
It will NOT attempt a payment on the subsequent attempts.

If the permit does not exist, it can attempt a payment for that user if applicable and selected.

Process Payment Student No.
Rollover Payment Type First Name Last Name Employ No. Permit No. Permit State

Toggle All Toggle All

O Elegkronic Funds Transfer John Doe 0003 Good
O Elegtronic Funds Transfer John Griffiths ooz Good
O vis Michael Ashbury 00800147 0005 Good

Rollover Permits

3. By clicking Rollover Permits, the system will enter these permits in a state of awaiting
payment and allow for an invoice to be created.
To access the invoicing tool, go into the Payments Menu and select Prepare Company
Invoices.
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Payments
- Search
Daily Processed Payments
Daily Submitted Payments
Unprocessed Payments
Processed Payroll Deduction 1
EFT Export - Royal Bank 1

EFT Process

Mark Items Paid
Banner Report

Maore ...
Tax Exemption Report

Prepare Company Im.rcuit:es{I_Ij

4. The Prepare Invoice window will open showing the users who have been set up for
invoicing through the rollover process.

Qutstanding Sale / Active
Title Permits Type Days Sale Start Date Active Start Date End Date
Test Annual 3 Y 10958 Jan 1, 2015 Jan 1, 2045
Yearly - Next year 0 B -384 Jan 1, 2019 Dec 31, 2019 Dec 12, 2018
L ee— —

5. By clicking on Prepare Invoice, the system will generate an email with the invoice as the
body of message.
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Re-Sending an Invoice

When do we use this?

It is also possible to change the email and re-send or just resend an invoice if the client requests a
second copy sent.

If for example the client mistakenly deleted the email, the admin has the ability to search up the

original invoice and send it again.

In our sample here we are looking for an invoice for Voula Costa.

1. To do so there are two different methods. You can find the invoice in the user's profile
under History or you can search for the invoice through the Search Invoice utility.

2. Firstly let's search the user in question: In this case using the last name Costa.

User Search

Username / Last Name / Email ‘Eusla ||F£rs': name or initial

Student b
OR Employee Number

Phone

Department

|
\
Plate ‘
|
\

Tax Exemption Code

User Type(s) | Athletics Member .
Complimentary

Daily Reserved

Demo

Exchange Student
Full Time Staii

Full Time Student
Part Time Staff ¥

Control + Click to select [ deselect multiple types.

Username FULL NAME ADDRESS CcITY Stu./Emp. No. User Type User Directory
B n costa, Voula 159 Penny Lane Stittsville Daily Reserved OPSCOM

Click on a header to change sort order.

Click on a username to edit profile, register permit or locker,
and to view history.

Click Etn view system history.
Click nto send user a mail message.
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3. Click on the username to access the user's profile.

Username

FULL NAME

costa, Voula

ADDRESS

159 Penny Lane

CITY Stu./Emp. No.

Stittsville

User Type

Daily Reserved

User Directory

OPSCOM

4. Once in the user's profile hover over History and click on All Records to access the list

of this user's transactions.

Enabled

User Directory
User Type
User Type
Username
Name

Email Address

Auto Login Address

%stnry -

All Records

People Alarm

Basic Profile Information

NO
OPSCOM

Daily Reserved

VCosta

Voula Costa

vecosta@surprise.ca

& Locker Records

& Parking »

A Enforcement ¢+ shicles

$ Adjustment Records

B Address Records pus Plats fype

Mail Records ive VCOST Passenger
User Notes®

#1103, no company

Add Note

Province

Ontario

Costa, Voula (VCosta)

Make Year

Ford

05/18 Tester Notes - No Subscription, Monthly allocation, Permit

5. Locate and click on the invoice number that you wish to resend.
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‘ User History ‘

View Complete History 9

14 records
| Locker Records |
Mo locker records found.
| Invoice Records |
BBilling Date |pue Date [Invoice No. | Amount |Pay Date |
Fab. 21, 2019 | Mar. 23, 2019 ” || $282.50” Awaiting Payment|
| Parking Permit Records |
‘ Monthly 1805 May M Apr 15,2018 - May 31,2018 |
| |submit Date |Barcode # |Permit # |amount  |Pay Date |
[[ nactive 1 || May. 18, 2018 I I Lilac 1103|  $251.57 ||  processed: May. 18, 2018
| Released back to system by refund process | Released: May. 18, 2018
[ nactive | || May. 18, 2018 | | Lilac L104 || 40.00 ||  processeds may 18, 2018
Released back to system by refund process Released: May. 18, 2018
[[apwst] || May. 18, 2018 | || & Lilac L103] 4282.50|| crocessed: may 16 2018
[ 1 e
e — S

6. Once in the invoice preview you will notice the Re-Send Email button. Click on this
button to re-send the invoice.
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92 Bridge Strest
Carleton Place, Ontario

s, W gy ’ﬁ Invoice

Hoeme of the OFS-COM demo
Tomahawk University Parking

Bill To: Voula Costa Invoice No.: 1018
159 Penny Laneg Date: 02/21/2019
Stittsville, ON Due Date: 03/23/2019

KaL2W4
Name Permit Sale Window Quantity Rate Amount
Voula Costa Lilac: L104 Past - April Monthly 1 $250.00 $250.00
This is a test of the text block at the bottom of the page: Subtotal $250.00
Taxes £32.50
Total £282.50

Balance Due $282.50

Unpaid ‘ {le—send Eme_lil .

Invoice Notes®

7. The invoice will be re-sent. In the sample below there is an original invoice send as well as
a re-send. Notice the email title for the re-send has a prefix added indicating this is a Re-
sent invoice.
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Re-sent: Invoice is ready: Voula Costa

Te: <veostai@surprise.ca> 12 minutes ago

Invoice is ready: Vioula Costa
Te: <vcosta@surprise.ca® 35 minutes ago

J— T—

8. As mentioned above you can also find the invoice you wish to resend using the Invoice
Search tool. To do so access the tool under the Permits menu.
Hover over Permits and click on Invoice Search in the drop down menu.

Branch: 20190219 _0C-3522_ResendInvoices

© ®% & & Quick search... — Q Client Time: Feb 21, 2010 @ 13:38:53
Permits
& Sales Windows = 2
Search for invoices

Active Sales Window

Invoicing
Prepare Invoices
Invoice Search
$ Process Payments for Rollovers

Lockers
& Sales Windows
Active Sales Window

9. In the search criteria window enter the Invoice Number in question and click search. In
this case Invoice Number 1018.
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Billed on
Up to and including

Cancelled Status

Cancelled and Valid

Paid Status

Paid and Unpaid

Invoice Number
1018

First / Last Name

Company
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10. From the resulting search result click on the Invoice Number to access the Invoice
Preview Window.

Search for invoices

1 records found.

Lot Lilac - Daily Reserved

# Account Invoice Billing Date Due Date Permits Parking Tax Total Status Processed Date

Voula Costa @ Feb 21 2019 Mar 23 2019 1 $250.00 $32.50 $282.50 Unpaid

Total: $282.50

11. The process after this point is identical to step 6 and 7 above.

12. The Re-Sent Invoice will look identical the original invoice format:
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13.

14.

Re-sent: Invoice is ready: Voula Costa

From: Root User <root@localhosts
To: <vcosta@surprise.cax
More info

M.

This invoice has been re-sent.

(@)

2019-02-21 12:22
(2 hours ago)
Size: 3.8 KB

o &

92 Bridge Street
Carleton Place, Ontario

STOMAHAW i,
Home of the OFS-COM demo
Tomahawk Universitv Parking
Bill To: Voula Costa Invoice No.: 1018
159 Penny Lane Date: 02/21/2019
Stittsville, ON Due Date: 03/23/2019
K9L.2W4
Name Permit Sale Window Quantity Rate Amount
Voula Costa Lilac: 1104 Past - April Monthly 1 5250.00 525000
Subtotal $250.00
Taxes $32.50
Total 528250
Balance Due $282.50
| — ——

It is important to note that in order to print this PDF document you should follow these
next steps
You must first navigate to the aforementioned email where you will find an attachments

link circled below
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Invoice is ready: Voula Costa

From: <support@parkadmin.com>

To: <justin@tomahawk.ca»
More info
HTML HTML Source Raw Analysis Check HTML

(@)

S TOMAHAWKIUNIVERSITY">
Home of the OFS-COM demo
Tomahawk University Parking

Bill To: Voula Costa Invoice No.:
159 Penny Lane Date:
Stittsville, ON Due Date:

K9L2W4

2019-03-19 15:45
(13 minutes ago)
iy

Giachments )

o =@

92 Bridge Street
Carleton Place. Ontario

Invoice

1021
03/19/2019
04/18/2019

15. After opening the attached PDF file you will be brought to the file opened in the web

browser.

Invoice1021.pdf

o |
Home of the OPS-COM dem.

Tomahawk University Parking

Bill To: Voula Costa Invoice No.:
159 Penny Lane Date:
Stittsville, ON Due Date:

KoL2w4

02 Bridge
Carleton Place, Ontario

Invoice

1021
03/19/2019
04/18/2019

Name Item Item Details Quantity Rate Amount Tax

Voula Permit L_104 Window: Past - April Monthly
Costa Lilac

This is a test of the text block at the bottom of the page: Subtotal
Taxes
Total

1 $250.00 $250.00 Tax

$250.00
$32.50
$282.50

Balance Due

$282.50

16. If you print form here you will receive a cut off version of this PDF. In order to prevent this

you should download the file by pressing this button:
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Invoice1021.pdf

Bridge Stree
Carleton Place, Ontario

Invoice

Tomahawk University Parking

Bill To: Voula Costa Invoice No.: 1021
159 Penny Lane Date: 03/19/2019
Stittsville, ON Due Date: 04/18/2019

KoL2w4

Name Item Item Details Quantity Rate Amount Tax

Voula Permit L104 Window: Past - April Monthly Lot:

Costa it 1$250.00 $250.00 Tax

This is a test of the text block at the bottom of the page: Subtotal $250.00
Taxes $32.50
Total $282.50

Balance Due $282.50

17. Save it to your preferred location and open it with the PDF reader of your choosing

Home  Tools Invoicel021.pdf % @ Sign
) H Q 171 A MmO @ ww - FB P B ¢ *1 Sha
2 Carleton Place, Ontario -
[3 exportPOF A
' " ¥ ﬁ Create PDF v
: C p ) 2 editpoF
— Invoice
Home of the o‘i:é-com pry= ey Comment
Tomahawk University Parking £ £ Combine Fles ~
Bill To: Voula Costa Invoice No.: 1021 e
159 Penny Lane Date: 03/19/2019
» Stittsville, ON Due Date: 04/18/2019 | | » 2 Redact
KoL2w4 I
O Protect
_ﬂ;. Optimize PDF
Name Item Item Details Quantity Rate Amount Tax A Filas
. ) ill & sign
Voula Parmit L_104 Window: Past - April Monthly Lot: 1 $250.00 $250.00 Tax
Costa Lilac xf Adobe Sign
Store and share files in th
Document Cloud
This is a test of the text block at the bottom of the page: Subtotal $250.00 _ Leam More

18. From here you just print the invoice like you would a normal document ensuring that the
print scale is set to 100%


https://opscom.wiki/uploads/images/gallery/2024-06/tkGimage.png
https://opscom.wiki/uploads/images/gallery/2024-06/2Lzimage.png

Print

Copies: Il_ :

Pages to Print
@ All

Current page

Printer‘.[ v” Properties ” Advanced I

] Print in grayscale (black and white)

[7] Save ink/toner @

Pages Il
* More Options

Page Sizing & Handling (1)

| Size | | Poster

| ‘ Multiple ‘ ‘ Booklet ‘

) Fit

1 Actual size

@ Shrink oversized pags

() Custom Scalé

Orientation:
(@ Auto portrait/landscape
) Portrait

) Landscape

[7] Choose paper source by PDF page size

Comments & Forms
[ Document and Markups -
[ Summarize Comments
Scale: 100%
8.5x11 Inches

P

R s T e——

e

- Nmeda Enha [——
Dnn
[y ey cazmIEze

L . ]
B g UGN M e A iy e

Balance Due 528230

(S (s

Irmezice

cammIE

1EtaE ELE e

Sl ]

Pagel of1
[ Print ][ Cancel ]
e EE—

Revision #2
Created 8 May 2024 08:02:14

Updated 11 September 2024 13:40:49



https://opscom.wiki/uploads/images/gallery/2024-06/lRJimage.png

