LEGEND INVOICE PAYMENTS

e Locate a copy of the invoice and booking reference from the appropriate invoice file
e Search member’s details at FOH — use Member Reference from booking reference sheet
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HMamber has an outstanding balance
Mamber owes £514.80

L)

| Basket lim

0 Description Price  Total

| | f e
] [ y B N Towll  £0.00]
: Block Booking {Block Boo Exset Tend; £0,00|
& I !F !F ”-Hﬁcn-w_ £0.0)

Rac @ @ Gosen Qoo @i BLCBSC oS

stmIno b

e Click on the member info button

Booking Charge O Banm Stuia Special Event On: 11 May 2019 1600, & BLC. Reflo: 101
Bookies Charge O Hite of lesmer pool On: 11 May 2018 1630, AL BLC. RefMo: 285
Bookieg Charge OF Hire of leamer pool On: 12 May 2019 1200 A BLC, Relor 750
Booking Charge O Bann Stuia Special Event On: 18 May 2013 1600, & BLC. Refbo: 102
Booking Charge O1. Hire of lesmer pool On: 16 May 2013 1630, At BLC. Refilo: 230
Booking Charge OF Hire of leamer pocd On: 19 May 2019 1200 & BLC. Preflo- 294
Bookieg Charge 0 Baem St Special Event On: 26 May 2013 1600, & BLC. Reflo: 103
Charge Of: Hurs of leaimar pool On: 26 May 2019 16.30. 4 BLC. Fiefils: 251
Charge Of Hire of leamer pool On: 26 May 2018 1200 & BLC. Feibr 295
o Charge Of: Bann Studia Specisl Event Dn: 01 Jun 2019 16:00. & BLC. Refblo: 104
Charge Of: Hire of learmar pool On: 0 Jun 2019 17.30. AL BLC. Rl 3521
kg Charge OF Hire of leamer pool On: (12 Jun 201 1200 & BLC. Reia: 3522
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Swimming Cub

e (Click on billing tab — this screen lists member’s unpaid bookings
e Expand the Description column to locate the booking reference number

e Using the Invoice booking reference sheet (attached to Integra invoice) — tick the matching
dates/reference numbers

Click the pay button

Check that the total amount in the basket equals the invoice total amount

Complete transaction

Record invoice payment details on the Daily Cash Sheet — ensure that the payment is recorded
under the correct VAT rate, and payment method.

e Record payment date and method on Invoice Schedule sheet.



Customers who have been invoiced for their booking and contact FOH to pay, in the first
instance should be encouraged to follow the payment options stated on the invoice.

They can pay by BACS directly to the account stated or, by CARD to the number stated,
and they must quote their invoice number to ensure the payment is taken off their
account.

PAYMENT DETAILS
. Terms NET 30 DAYS.

2.
3.

4.
5.

The Council retains, processes, shares and disposes of customer information for normal business purposes in compliance with GDPR

H H cut here
Remittance Advice n Armagh City

All amounts shown are in sterling

The preferred method of payment is by BACS. Please email BACS remittances to INCOME@&armaghbanbridgecraigavon.gov.uk. BACS
Payments to : Danske Bank SORTCODE: 95-07-97 ACCOUNT NUMBER: 30026077 IBAN : GB28 DABA 950797 30026077

Make cheques payable to - "Armagh Banbridge and Craigavon Council ' and attach Remittance Advice.

Payments by Debit/ Credit can be made by contacting 0300 0300 900.
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We can take Cash at FOH, but they MUST have their invoice with them. Otherwise you
CANNOT take their payment.

The Remittance Advice needs to be detached and retained by us with a copy of the till
receipt attached, as this needs to be lodged differently prior to being collected by G4S.
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The Council retains, processes, shares and disposes of customer information for normal business purposes in compliance with GDPR

Remittance Advice cut here

Armagh City
Please detach and include with payment Ba“bfldge
& Craigavon
Send to: Account name: Boraugh Council
Council Offices Taelwondo Account No.: 0008560
26 Carmnreagh X
Palace Demense Craigavon Invoice No.: 4000047203
Armagh 9 Invoice Date: 31/08/2023
BTE0 4EL
BT64 3AN Amount Due: 205.31
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In some instances if you agree to take their payment by card at the desk, in person, you
must follow this procedure.

When

this procedure is not followed, the Integra system, which issues the invoices, does not

know that the invoice has been paid. This leads to the customers receiving Debtors letters which
is not good. It also involves multiple departments; Income, Debtors, Admin and Management
here, and a lot of paperwork and time to resolve.




