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Overview

● Invoice or Product, how do I 
decide?

● What I can I do get ahead on 
using Invoices?

● How can I let parents know 
about outstanding invoice 
balances?

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



Section Title
This or That



Why use MSB Invoicing?
● What MSB services are you currently using today? 

● What are the key differences between using Store Products and 

Invoicing? 

● What fees do you need to collect payments for? 

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

cash, another system, etc. 



Section TitleHow to Get a Head Start on 
Invoicing



Using an Invoice Template

● Standardize options for use throughout the school year

● Allow for other admins to utilize

● Prerequisite for School and Course Fees

● Set up options ahead of time



How to use Invoice Templates

1. Navigate to Invoices > Invoice Templates

2. Click Add

3. Select Default Store if prompted 

4. Template Name - Internal Only

5. Invoice Date - Optional

6. Due Date - Optional

7. Add a fee - Choose an existing fee or create one ad hoc



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)
e. Allow Partial Payments - Allow or Do not allow
f. End Date - Optional (Removes parental visibility but keeps invoice active)
g. Description - Optional (Internal Only)
h. DataHub Mapping - Used for certain integrations (Only use if instructed)

How to use Invoice Templates



Section Title
Plan Ahead: Using Start Dates



Plan Ahead: Using Start Dates
1. Don’t Wait:

○ It is not necessary to wait until the day of to assign fees.

2. Plan Ahead:
○ Create invoices when you know about them to save yourself the stress of making them 

last minute.

3. Schedule an Invoice Date:
○ Invoices will not be sent to parents until the set Invoice Date/Start Date.



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”



How to use Start Dates
1. Invoices > Invoices > Add Invoice(s) (New)
2. Set an Invoice Date:

○ Load an existing invoice template with a start date OR
○ Or if you do not have a template, set an “Invoice Date” here:





Section TitleSending Notifications for 
Outstanding Balances



Sending Notifications for Outstanding Balances

● Creation Emails
● Due Dates & Schedules

○ Reminder Options
○ How to create Schedules

● SOA
○ How to run
○ Options page

● Balance Notifications
○ How to set up

● Customized Reminders (Beta)
○ Process with each screenshot of each page



New Invoice Notification Reminder Notification



Student Statement of Accounts

● Reports > Students/Users > Student SOA
○ Filters for School, Grade, Homeroom, Specific Students
○ Select Students > Continue

■ Custom District Message
■ Option to Add “Mail Payments To Address”
■ Invoice Options

● Include Payments made to Pending Invoices
● Include Paid Invoices for a Date Range

■ Other Options
● Show Grade, Homeroom, School, Meal Balance
● Filter by a Store
● Include Order History for a Date Range

○ This will include Student Required product 
purchases for the student during the selected 
date range 



Balance Notifications

● Configuration > Balance Notifications
○ Toggle Enabled On
○ Edit

■ Frequency
● Every week, Every 2 weeks, Every 3 weeks, Monthly

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

○ Analytics > Toggle Tracking On
■ Emails Sent
■ Emails Clicked
■ Payments from clicks



Outstanding Balance 
Notification

Statement of Accounts



Custom Invoice Reminders (Beta)
● Invoices > Invoices

○ Filter as necessary
○ Select All or Select Individual Invoices
○ Selected Actions > Send Reminder(s)

■ 1 - Select Invoices Review 
■ 2 - Options

● Recipients
○ Send email to household contact on file

■ All MSB users that have added this student to their account
○ Send email to student contact on file

■ Emails on the General tab
○ Send to additional emails on invoice

■ Additional emails added to invoice manually or on a flat file upload
● Custom Message

■ 3 - Recipients Review
■ Send > Send



Custom Reminder



Section Title
Record Offline Payments: Invoicing 

Cashier



Uses for Invoicing Cashier

● Record an in-person cash/check/money order payment
● Waive a portion of a fee with a non-payment

○ Scholarships
○ Exemptions
○ Fundraisers

● Leave a note when you record anything on the Invoicing 
Cashier
○ Check numbers
○ Dates
○ Reasons for waiving

● Review notes left by admins for in-person payments and 
non-payments





Invoicing Cashier
● Invoices > Invoicing Cashier
● Locate the invoice you need to record a payment/non-payment for
● Click the green dollar sign symbol
● Enter the amount to pay or waive

○ To record a portion, the invoice must allow partial payments.

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

● Enter a note for your records
● Record the payment/non-payment

○ Click “Record Payment,” then on the next page click “Confirm”



Parent View:



Review Invoicing Cashier Notes
1. Reports > Invoices > Invoice Report (Detail)
2. View invoices with payments, refunds and non-payments
3. Use other filters as needed
4. Click “Search”
5. Notes will be under the “Payment Type / Notes” column (only payments)
6. The detailed report can be exported to excel (includes non-payments)




