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Invoice or Product, how do |
decide?

What | can | do get ahead on
using Invoices?

How can | let parents know
about outstanding invoice
balances?

How can | record an in-person
payment or a non-payment?



This or That




Why use MSB Invoicing?

e What MSB services are you currently using today?

e What are the key differences between using Store Products and

Invoicing?
e What fees do you need to collect payments for?

e How are you collecting those fees? MSB Store, MSB Invoicing, checks &

cash, another system, etc.




How to Get a Head Start on
Invoicing



Using an Invoice Template

e Standardize options for use throughout the school year
e Allow for other admins to utilize
e Prerequisite for School and Course Fees

e Set up options ahead of time




How to use Invoice Templates

1. Navigate to Invoices > Invoice Templates
Click Add

Select Default Store if prompted
Template Name - Internal Only

Invoice Date - Optional

Due Date - Optional

N o O~ 0 DN

Add a fee - Choose an existing fee or create one ad hoc /)
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How to use Invoice Templates

8. More options
a. Provider - Unless instructed otherwise, select Invoices
b. Store - Which Store should these invoices be recorded
c. Department - Optional for further reporting
d. Notify Contact
i. No Additional Contacts - MSB Users only
ii. Primary Contacts Only - Synced emails for students
iii. All Contacts - All associated contacts (may include unintended
notifications)
Allow Partial Payments - Allow or Do not allow
End Date - Optional (Removes parental visibility but keeps invoice active)
Description - Optional (Internal Only) /
DataHub Mapping - Used for certain integrations (Only use if instructed)
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Plan Ahead: Using Start Dates

1. Don't Wait:
o Itis not necessary to wait until the day of to assign fees.
2. Plan Ahead:
o Create invoices when you know about them to save yourself the stress of making them
last minute.

3. Schedule an Invoice Date:
o Invoices will not be sent to parents until the set Invoice Date/Start Date.
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How to use Start Dates

1. Invoices > Invoice Templates (New)
2. Edit an existing template or create a new one

3. Set an “Invoice Date”

Template ID*
Template Name *

Status

Add Invoice Template | 4 seewnars new

MSB_20250305142031356
Connect 2025

@® Enabled O Disabled

Invoice Date

Mar 28, 2025

Due Date

Due on receipt

Cancel




How to use Start Dates

1. Invoices > Invoices > Add Invoice(s) (New)

2. Set an Invoice Date:
o Load an existing invoice template with a start date OR
o Orif you do not have a template, set an “Invoice Date” here:

Create Invoice | . seewnatsnew | Cancel

Load Template

Recipients Save as Template

Invoice Date

Mar 28, 2025

Due Date

Due on receipt

© | Addafee
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Invoice ID

inv8125
inv8124
inv8123
inv8122

inv8121

© Add Invoice(s) ~

Creation Date

Mar 05, 2025

Mar 05, 2025

Mar 05, 2025

Mar 05, 2025

Mar 05, 2025

Invoice Date

Mar 28, 2025
Mar 28, 2025
Mar 28, 2025
Mar 28, 2025

Mar 28, 2025

Status

Pending
Pending
Pending
Pending

Pending

Showing 1 to 5 of 5 items

Search

Invoice Amount

30.00

30.00

30.00

30.00

30.00

< 50v B~

Remaining

Total Payments
y Amount

0.00
0.00
0.00
0.00

0.00

2 ]

30.00‘
30.00
30.00
30.00

30.00

Selected Actions « © Add Invoice(s) -




Sending Notifications for
Outstanding Balances




Sending Notifications for Outstanding Balances

e Creation Emails

e Due Dates & Schedules

o Reminder Options
o How to create Schedules

e SOA
o How to run
o Options page

e Balance Notifications
o How to set up

e Customized Reminders (Beta)
o Process with each screenshot of each page




New Invoice Notification Reminder Notification

MySchoolBucks School Invoice Notice - inborx do-not-reply@myschoolbucks.com Tho, Mar 13, 12:10AM (5 days ago)

@ v~

@ do-not-reply@myschoolbucks.com 7:10PM (3 hours ago)
® o~

MY
| SCHOOL

BUCKS

School Invoice Reminder Notice
School Invoice Notice

You received this email on behalf of Matt's Sandbox Academy.

Hi Casey,

You have new or updated invoices in MySchoolBucks from

Dear P: 1t or Guardi
Matt's Sandbox Academy. Check out the details below or log Eepem o,

in to make a payment. This is a friendly reminder that payment for Invoice #: 363118-127-2 in the amount of $176.00 is due on
03/13/2025

Click the "Pay Now” button below to make a payment
Thank youl

Claire F Conway PAY NOW

Invoice #: 381121-208-2
DATE  INVOICE DETALLS AMOUNT

artgzs St Holay $5000 e i M |
5. Daily Select | Student Holiday Test, 03/20/2025
Note: If you have aiready paid these fees andor Log in to MySchoolBucks
they are not appilcable, piease disregard.
Log in to MySchoolBucks

Heartland School Solutions

0000 7o tson 0

Rochester NY 14623

Support | Privacy Notice

Heartiand School Solutions.

not the only option school. To lear more about
765 Jefferson Road #400 contact your school or school

distict.
Rochester NY 14623

©2025 Heartland Payment Systems, LLC. All Rights Reserved
Support

et .
(" reply ) (‘o Forward ) (@)
© 2025 Heartland Payment Systems, LLC. Al Rights Reserved. N T T NG R NG




Student Statement of Accounts

e Reports > Students/Users > Student SOA

o Filters for School, Grade, Homeroom, Specific Students
o Select Students > Continue
m Custom District Message
m Option to Add “Mail Payments To Address”
m Invoice Options
e Include Payments made to Pending Invoices
e Include Paid Invoices for a Date Range
m Other Options
e Show Grade, Homeroom, School, Meal Balance
e Filter by a Store
e Include Order History for a Date Range
o This will include Student Required product
purchases for the student during the selected
date range




Balance Notifications

e Configuration > Balance Notifications

o Toggle Enabled On

o Edit
m Frequency

e Every week, Every 2 weeks, Every 3 weeks, Monthly

m Start Date (Notifications will go out on this day of the week based on frequency)
m Notification Stop Date
m Look Back Month for the current School Year

o Analytics > Toggle Tracking On
m Emails Sent
m Emails Clicked /

m Payments from clicks r




Outstanding Balance Statement of Accounts
Notification

@) co-not-reply@myschocibucks.com T o 20, 107K 1 0
@ -
‘ do-not-reply@myschoolbucks.com sau W A @ w 1
Statement Of Account
st Statement Of Account
one sa0a0s
Statement OF Account [P —,
S 1
You received Tvs emal on Leraf of MSE Connect District

Savol Aol GrovaHih el
case 2

Dear Parent or Guardian, e [uw

E
Unpngiices TR0
This is 3 friendly reminder that you have student fee(s) due for
MSB Connect District. Check out the details below orlogin to .
Date Invoice 1D Fee Name | Description. Invoice Amount Remalning ¢ pogg
make 3 payment.
w0 ez Aoy sou00 a0
L ) soumalom 250 00
s e Chromebock Repi S50 S50 ouns
ynmzs st Lost Book 000 0 ounes

s e Lo o [ —

- A w0 s Joumatam FldTip swom swom
DWE NVOICE DETZLS

e Clss of 2025 EOY Fid T smom s;om
112025  Lost Book s it PatkingPass o000 st

wipeps  Late Fee- 031112025 $5.00 e o
Lota Feefornaimert  on 03112025
B s, b ok s s
e e e Pk i e b

MSB Connect District
123 A Street

Anytown, YT 14623

Please make chiecks payable to: MSB Connect District
Log in to My SchoolBucks

ot Scncol Sokions 0000
765 Jotoron Rosd #40 L& o > 25 ]

Rochestor NY 14623

Heartand Schoo Solotons
765 Jeerson Rosd 400
Sepport | Unsutacrice Rochester Y 14623

MEescBace 8 oot te

sten = ke 5

rasm b you acrecs Tolma Support

PSR P —

©.2025 Heartand Payment Systems, LLC. A Righs Reserved

—— =
« ropty ) (> Forvard ) (©)



Custom Invoice Reminders (Beta)

e |nvoices > Invoices
o  Filter as necessary
o  Select All or Select Individual Invoices
o Selected Actions > Send Reminder(s)
m 1-SelectInvoices Review
m 2-Options
e Recipients
o Send email to household contact on file
m All MSB users that have added this student to their account
o  Send email to student contact on file
m  Emails on the General tab
o Send to additional emails on invoice
m Additional emails added to invoice manually or on a flat file upload
e (Custom Message
m 3 - Recipients Review
m Send>Send




A Friendly Reminder: School Fees Are Due

Invoice Reminder, sent on behalf of MSB Connect District.

Hi Matty,
This is a friendly reminder of the invoices listed below.

Testing the Gustom Send Option

Barry Anderson

Invoice # inv1329

DATE INVOICE DETAILS AMOUNT

313125 Seniors Farewell Gala $100.00

Total: $100.00

Payments: $50.00

@ Remaining: $50.00
Custom Reminder

DATE INVOICE DETAILS AMOUNT

3/13/25 Chamber Smger Field Tnp $200.00

Total: $200.00

Payments: $125.00

Remaining: $75.00
Invoice # inv1448

DATE INVOICE DETAILS AMOUNT

3/20/125 Chamber Smgers $25.00

Note: If you have already paid these fees and/or
they are not applicable, please disregard.

Log in to MySchoolBucks

0000






Uses for Invoicing Cashier SCHOOL  atscome
e Record an in-person cash/check/money order payment =) Q AdminTools
e Waive a portion of a fee with a non-payment @ pashboard «
o Scholarships @ scheduled Requests
o Exemptions Reports 4
o Fundraisers W Stores
e |eave a note when you record anything on the Invoicing (82 nvoies 4; o
Cashier " Invoicing (Cashien) #:
o Check numbers ® invoices 4!
o Dates @ Invoice Templates
o Reasons for waiving
e Review notes left by admins for in-person payments and /7

non-payments /"



Fee

Connect 2025 Tuition Demo

© | Addafee

Provider (i)

Store

Department

Notify Contact

Total Amount

PowerSchool/DataHub

Invoices Store

Select Department

No Additional Contacts

Type

Standard

Amount

$1,550.00

$1,550.00

Allow Partial Payments

Allow

End Date

End Date (Optional)

\J

’

X




Invoicing Cashier

e Invoices > Invoicing Cashier

e Locate the invoice you need to record a payment/non-payment for
e Click the green dollar sign symbol =
. i

Enter the amount to pay or waive
o To record a portion, the invoice must allow partial payments.

e Select a payment option:
o Payments: cash, check, credit memo, money order, voucher
o Non-Payments: admin change, fee not correct, fee refused, not participating, waived, etc.

e Enter a note for your records

e Record the payment/non—payment
o Click "Record Payment,” then on the next page click “Confirm” y 4

Student Name (#) Fee Name Amount Remaining Payment Amount Payment Option

Adams, Julie (4638) Connect 2025 Tuition Demo $1550.00 $1550.00 750.00 Waived v | Scholarship

Distribute Across Schedule? @) Yes (O) No




Parent View:

Invoice #:inv8147 Payment Options Add To Cart

Date Added Fee Name Description Student Name Amount
03/06/2025 Connect 2025 Tuition Demo Aikinson, Andy $1,550.00
Date Description Amount
03/06/2025 Waived (Scholarship) $750.00
11:31:13 AM
= Distribute Across;Schedule Invoice Amount $1550.00
> N A
will{splitsthe,non-payment: Totl R aymants STEe g
AN\ o M Remaining Amount $800.00
evenlyiacross,alldue,dates
A -~ N
Next Amount Due $66.66
Mar 28, 2025

This invoice has a payment plan with multiple due dates

& Payment Plan

The following payment plan is available for this invoice. Please Click Payment Options to make a payment or to set up

automatic payments.
1. Mar 28,2025 2. Apr11,2025 3. Apr 25,2025
4. May 09, 2025 5. May 23,2025 6. Jun 06,2025
7. Jun 20, 2025 8. Jul 04,2025 9. Jul 18,2025

10. Aug 01,2025 11. Aug 15,2025 12. Aug 29,2025




Review Invoicing Cashier Notes

R e

Reports > Invoices > Invoice Report (Detail)

View invoices with payments, refunds and non-payments

Use other filters as needed

Click “Search”

Notes will be under the “Payment Type / Notes” column (only payments)
The detailed report can be exported to excel (includes non-payments)

2 | S0~ | BBy
Invoice Remaining Payment | Payment Type / A
Student Fee Name Amount Amount Amount Notes |
Rachel Gadd Algebra 100.00 0.00 100.00) Check #1234

Total Payments: $100.00

Showing 1to 1 of 1 Items







