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What is CFPwinMan Direct Debits?

CFPwinMan now has the ability to receive monies using the direct debit method. A facility has been put
in place to collate all the direct debit instructions and create a file which the Direct Debit BACS software
can upload and process.

Technical Information

e You must be running the following versions of CFPwinMan before you can use direct debits
o CFPwinMansdbv3.21.xx or above

It is essential that direct debit bank software is correctly installed on at least one of the machines in
order to upload the exported files created by CFPwinMan.
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Security Settings

A security setting has been introduced in order to include or exclude specific users from being able to
carry out direct debit tasks.

To access the security settings: select Defaults > User Defaults > Passwords.

In order to grant access to a specific user, first select the user from the grid shown at the top of the
form:

"L Passwords '_)g
|nitials Pazgword Mame Colour E-Mail Address Google Detals | =
dIE CFP PALL BEST RED 1= o
APG CFR AMEY GRAY GREY |l
AT CFR Ahly TRICKLEBAMK GREEM |
CFR s Standard Ertry Red SALESECFP-LETTINGAGENTS ||
DAk CFP DAk ROACH LIGHTRED DAMEBCFP-S0F TWARE . CO LK [l
Eiy CFP ECvyARD WALLCOX LIGHTZREEM ¥
Huy CFP HELEM YWaARMER LIGHTRED |
JIT CFP JAMES TOOGO0D BLUE F free
LE= CFR LEZ KIRKPATRICK LIGHT GREEN ]
LiGh CFR LM GRAMT-MCIMNTYRE GREY |
MJR CFR MICOLA REYMNOLDS TAGEMT A, ]
Py CFP PETER WWHITE LIGHTBLLE v ~|
| | BLUE ~l Add
Select the user from the grid above prior to making any changes to the security.
Dezcription | [ﬂ] Groups | Tag &l | Lin Tag A&l ‘
Menu Post. Opening Balances D ACCOUNTS
Menu Post. Pay Inland Revenue SALES Accounts Mo Accounts
Menu Post. Expenzes D AL i i
Menu Post. Bank Reconcile MANAGER Agmin B .
b Menu Post. Direct Debit Processing Read Oy | Mot Read Only ‘
Menu Post. Standing Order Import = |
heru Post. Print Pary-in Slip
Menu Post. Batch modification [w] Delete add | Update | Cloze ‘
A
Delete Diary Users | Update the Diary with Mewest Users ‘

Now place a tick alongside the ‘Menu Post Direct Debit Processing’ option.

This section controls whether the user is granted access to the direct debit option accessed from the
postings menu. Simply tick it to grant access or deselect it to prevent access.

The setting should be deselected by default.

Once the selection has been made, simply select the ‘Update’ button to make the changes permanent.
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User Defaults - Direct Debits

The first step to setting up direct debits is to configure the user default settings.
These can be accessed via User Defaults / Preferences / Direct Debits

X

*1- Preferences

Dates l General] Stationery D l Standing Crder Import l

Direct Debit Invoice Remark Bank Software

|Please do not send us payment as it will automatically be collected form your Bank by Direct Debit Bacs-IP j

[~ Enable AUDDIS

Direct Dekit Invoicable fems Dates
Rent -~ o Advance Motice Period (Warking Days) Collection File Export Path:
Deposit Held [ -
i COATMMANIZDATASALDIRECT D ..
Denost to Landiord a Maix. processing days in sdvance J

Tenancy Agreement
Administration Fee
Stamp Dty to LL

Sundry V
Bank Holidays
General Letters
Criginator Identification Mumber Tenancy Advance Motice Letter

Tenant Advance Matice Letter

| g

Cloze

Direct Debit Invoice Remark
Direct debits which are created from the ‘Invoice’ screen will use this remark type in place of the
standard invoice remark.

If the user adds the following code: <DATE> to the remark (this can be added alongside normal text)
this will merge the processing date(s) of the invoice with the remark.

Bank Software

This dropdown box contains all CFPwinMan compatible BACS software providers.
The relevant option will need to be chosen before proceeding.

Direct Debit Invoicable Items
This list contains all the invoice types which direct debits can be applied to.
Those invoice items which are highlighted will have the ability to receive direct debit payments.
If an invoice type has been raised as a direct debit and is currently outstanding, the user will be unable
to deselect it from this list.
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Advance Notice Period (Working Days)

Given the laws regarding timeframes when invoicing direct debits, a buffer period (in working days)
has been introduced. This value will determine the date at which the direct debit will become available
to process.

e Invoice items that are updated manually will check for this date value and allow the invoice to
be processed when the advance notice period is passed.

e Invoice items that are set up as ‘Calculate Rents’ will bypass this date check and will be
available to process immediately, as it is assumed that sufficient notice has already been given
to the payer of the direct debit by raising the first invoice manually (as above).

e Invoice Items that are raised via ‘Multiple Invoicing’ will also be available to process direct
debit invoices using the above rules.

Makx. Processing Days in Advance

If an invoice has been raised and is awaiting update in the future, the user has the option to wait until
the processing date is reached then process/send the items to the bank. Alternatively the user can send
the instructions to the bank earlier than the processing date, the bank will hold on to these instructions
and process them when the correct processing date is reached.

In order to view invoice items with processing dates coming up this ‘Max. Processing days in
advance’ value is used to determine how many days the user can look into the future. This can be
anything up to the value of 180.

Example: If the value is set to 2’ then only invoice items which are due for processing today and tomorrow
will show!

Bank Holidays

A straightforward method of informing CFPwinMan when bank holidays occur has been introduced.
If a direct debit instruction is progressing when a bank holiday occurs then a day will be added to the
timings.

Clicking on the ‘Bank Holidays’ button will bring up a calendar screen.
To add or remove a bank holiday, double click the relevant date on the calendar.
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Collection File Export Path

It has been mentioned before that CFPwinMan prepares the information for the BACS software to
retrieve. The BACS software supplied by the relevant bank will then collect the information.

The ‘Collection File Export Path’ location is where CFPwinMan stores the Direct Debit instructions for
the BACS software. The BACS software will need to be configured so that it looks at this location for
these instructions.

* Alternatively in CFPwinMan simply change the location for the ‘Collection File Export Path’ so that it
stores the instructions in the same location that the BACS software is configured to retrieve them.

* 1. Preferences

Dates 1 Genersl ] Stationery Standing Crder Import

Direct Debit Invoice Remark Bank Software

|Plaase do not send us payment as it will automatically be collected form your Bank by Direct Debit Bacs-IP -

[ Enable ALDDIZ

Direct Debit Invoicable tems Dates
= ~ |U Acdvance Notice Period (Morking Days) Collsction File Export Path:
Deposit Held [l .
" COMNMANIZDATASQLDIRECTD .
Deposit to Landlord ] Max. processing days in advance | J

Tenancy Agreement
Administration Fee
Stamp Duty to LL

Sundry V
Bank Holidays
General Letters
Crriginstor ldentification Mumber Tenancy Advance Motice Letter
A
Tenant Advance Motice Letter
Close

Originator Identification Number

When direct debits is enabled with a bank, in some cases an originator identification number is
supplied. The box labelled ‘Originator Identification Number’ is used to store this number.

With the use of a merge code the number can then be displayed on any Tenancy or Tenant advance
notice letters that are produced (See the next section for this).
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Tenancy/Tenant Advance Notice Letter

Upon setting up a direct debit relationship the user may wish to send the client a letter confirming the
arrangement. This letter can also be used to confirm that details such as amounts and dates are correct.

The boxes labelled ‘Tenancy Advance Notice Letter’ and ‘Tenant Advance Notice Letter’ allow the
user to specify such letters. A number of new merge codes have been implemented to pass through the
details of the arrangement, see the ‘Advance Notices’ section of this user manual for information on
these merge codes and how the letter is launched.

Preferences

Under User defaults > Preferences >General> Tenancy/Tenant Clearance period (in days) ‘Direct
debits’ will now be present.

"I Preferences E

Dates General | Stationery | Direct Debits | Standing order mport |

Startup Options Diata Export PDF Dizplay Management Options
[ Display ToDo List Automatically " MoExport [ Auto Tick for Export  Acrobat [~ Manual Amaurt for Sgency Fee
(¥ CFPrvint
! Toba defautt o all users o APMWIH an — (# CFP Internal v Show Unsllocated Money on Invoices
Days after today on ToDo
Iv Encore Import v warn if contractor invoice alresdy used

BranchiDeptFee Earners ’—C:,‘ENCORE\ . FTR Mame/tddress Display
[v Mever Show

[” Address before Name
Motice Period Mizcellaneous

Prior Motice for one year lease days r [” WAT onall invoice tems CNR

[ Calculste rents by defautt I

[ Always use invoice no MR Registration number
Defaut Ltiitiss ¥ i

Electric Cortractor 1014 Iv Allocate Iny Mum on update |554533 |
Gaz Contractor 1004
Auto Banking Etmail f SMS Defaults Set Search Preferences |

Wiater Contractor

Tenancy/Tenant Clearance Period (in days) Show EPC Preferences |

0 20 20 i

Sewage l:l D escriptiorn Clearance Daps -
Council 1005 Autobanking 0 Landlord Statemerts
Chegue o
e : 3 I Display warks orders on paymert
Motes on Information Screen asl - ¥ Separate Invoice
[ Show by defaul Standing Order 0 F
Direct Debit 3
Default Receipt Types on Mew Records Internet [u}
N Credit Card o
Tenanc
4 |Autobank|ng ﬂ Dekit Card f] Mumber of Statements
Applicant | sutobanking -l - Shortfall Allocation
v Auto-sllocate
Tenancy Top-Up Scheme Deposit Protection Scheme Allocation Order
7 Activate it Preferred v Fees " Expenzes
Automatically sllocate Top-Up The Deposit Pratection Service _J -
wehen Paying Landlord The Dispute Service | S
EI Tenancy Top-Up Default % Fee WyDepasis J i
Default Fee Description ]
| i | Deposit to Landlord _J &
v Scheme active on new tenancy
Fee Cat Administration - [ Dizahle Deposit Protection Scheme Close

As with any payment method used with CFPwinMan, the ‘Clearance Days’ value must be added. This
value represents the amount of days given after the receipt date before enabling receipted monies to be
paid to the relevant landlord.
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Preparing Tenancy/Tenant Forms for Direct Debits

The first step in preparing either a tenant or a tenancy so they can use direct debits is to set ‘Direct
Debits’ as the required ‘Receipt Type’. In doing this the user will enable direct debits for the specific
tenancy/tenant however the ability to receipt monies using other methods such as Cheque and Cash
will still be available.

e To change a tenancy preferred receipt type load up the following
Tenancy Information Form > Tenancy Details > Main >

o [ To change a tenant preferred receipt type load up the following
Tenant Information Form > Receipts/Demands>

] h -
Tenzincy Information W vl Tenant Informatior "
Tenancy |Y1 004 |Messrs Denny, Stanton & Abbott a
I arne |Messrs Denny, Stanton & Abbott a Temant Code [T1006 |
Salutation |Tenants Mame [EMAIL ONLY
Click To Select a Tenant Salutation |Ermail Only
1005 EMaIL OMLY
11008 EMAIL & S5 sddress |35 Godstohe Aoad
o007 SMS OMLY
11008 POST |Glasgnw

Pazsword ko |

Postcode |G128TH |  Added [30/03/2001 |+

Tenancy Details l Dates ] Other Addresses ] Meter Re  Requiremerts l References) Receipts/Demands l Direct Dehits l
v

Tenancy Start Date  [09/04/2001 [+ Period Receipt Type | Direct Debif :" 4
Curent §tart Date  [09/10/2009 [+ Rent Per M Ealculate Rents - v
First Full Rent Due W Depozit Typ Print Receipt v
Renewa) D ate W Feriodic Ter Inv. Demand Header |
Motice tg Buit ’M‘T Calzulate Re Inv. Demand Focter |
Wacating D ate ’—IT Appartioned

Main || Paymerts | Bank Detaits |

\ 4 " .
Receipt Type |Direct Debit | W Frint Receipt

|F'Iease do not send ug payment az it wil

Tenancy Agreement Hame

Build Mame ‘Ml Micholas Denny, Misz Fiona Howie, b

Once the user has set the receipt type as Direct Debit, a new tab labelled ‘Direct Debits’ will appear on
the relevant screen (see the tenant picture above for an example). The next step is to then enter the
‘Bank Details’ for the payer, which can be accessed through the following selections:

e Tenant - Tenant Information > References > Bank Details.
e Tenancy - Tenancy Information > Tenancy Details > Bank Details.
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Direct Debit Tab

The ‘Direct Debit’ tab provides an overview of the direct debit arrangements for the tenant/tenancy. It
is necessary to complete the details on this tab before proceeding to raise any invoices that will be paid
using the direct debit method.

Before completing this section it is assumed that an agreement has been put in place with the bank and
a mandate reference has been supplied along with an agreement on a payment amount and frequency.

N L&
Tenancy Information Q\ Code [v1004 Landlord
Dateddded  [30-03/2001 [=] |Mrs s | Pemy L1005 -
Status |PRIVATE +| Property
Mame |Messrs Denny, Stanton & Abbatt ahd Miss Howie |1 0Hapland Road
Salutation |T enants
Click To Select a Tenant Inwaice Recsipt
Ti006 EMAIL ONLY Home  |0141 5558943 — —
T1006 EMAIL % SMS Wwork  |0141 564 5644 Eposl CEOLT
H ggg E'EASSTDNLY Fexs | Deposit Refunds Refunds
Mobile  |07856226931  CreditNotes |
Password  |howzat E-Mail |
Tenancy Details l Dates l Other Addresses l Meter Readings l Letters l SMSEmai l Links Direct Debits Motes 1
T hapleytenants@live, co.uk
Name Reference Amount [Freq |Default | Letter
F|Rent Monthiy 456564 60000 (M- 5 W [[Banes
* r Motes 2
Default Invoice References Direct Debit Frocessing Day |3 Notes 3
HEMHR DL RE Bank Details Validated. v
B |Adminiztistion Fee  |Rent Monthly
Rert Rent Monthly
Tenancy |Agreement [Rent Monthly
Sundry Rent Monthly Motes 4
Hide Mates

Direct Debit Preferences

Name

This is a quick reference for the user to easily identify a direct debit agreement. It is used on the
invoice screen to identify that an invoice which is due to be raised is linked to the direct debit
agreement.

Reference

This is the mandate reference (supplied by the bank). When an invoice is processed this unique
reference will be sent to the bank and used to authenticate the direct debit request. It is essential that
this is entered accurately otherwise the direct debit request will fail.

Amount
The agreed amount - per transaction.
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Freq

The agreed frequency periods.

Default

In user defaults the user has the ability to set up a number of invoice types to be available for
direct debits. In the example above ground rent, rent, sundry and Administration fee are the available
invoice types. If the user were to add a new invoice type then a default mandate will need to be
attached to this type to enable the user to raise direct debit invoices.

The ‘Default’ tick box is used to identify the direct debit mandate that will be automatically linked to
any invoice types which have yet to have a mandate manually assigned. It is assumed that the user will
not use this new invoice type until a new mandate has been entered to overtake the default mandate.

Default Invoice References

The purpose of this section is to link up invoice types to agreement mandates. In the example on the
previous page you can see that mandate reference ‘456564 will be used when any ‘Rent’ invoices are
raised using the direct debit method. To change which mandate is used for an invoice type click in the
‘Default Ref box and choose which mandate to use from the displayed dropdown list.

Direct Debit Processing Day

Most payers will have a preferred day of the month for funds to be taken from their account. In which
case simply enter the day into this section. When the first invoice of the mandate is raised this day may
be pushed forward to allow for the advance notice period to pass before processing the transaction.

It is worth bearing in mind that the day entered for this setting will be the day that the process begins
and not necessarily the day that the funds will be removed from the Payer’s account. This day will vary
depending on the BACS supplier.

Bank Details Validated

This tick box will become automatically selected when the first payment is successfully completed. It
can also be manually selected. If deselected at any time then confirmation will be requested from the
user that the process is to be re-validated upon the next transaction.

If the user wishes to change the ‘Bank Details’ for the payer then this tick box will need to be deselected
before hand.
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Advance Notice letters

Once an arrangement has been implemented by the user, the ability to merge a letter with details of the
arrangement is possible. Below is an example of an un-merged letter including all merge codes that
may prove useful to the user when putting together letters for this purpose.

a A

Bank Details:

Account Name: <<TyBkActName>>
Bank Sort Code: <<TyBkSort>>
Account Number: <<TyBkAct>>

Direct Debit Collection Details:
Your direct debit payments will be for <<DDMANDATEAMOUNT>>
and will be collected on or immediately <<DDNEXTCOLLECTIONDATE>>.
And then onthe <<DDPROCESSDAY>>
of each <<DDMANDATEFREQUENCY>>

or immediately after, and will continue until further notice.

Our Originator's Identification Number <<DDORIGINATORID>>
Collections will be made using <<DDMANDATEREF>> /

A breakdown of the merge codes is given below:

<<DDMANDATEAMOUNT>> | The ‘Amount’ is derived from the direct debit tab of the
relevant client

<<DDNEXTCOLLECTIONDATE>>. | The ‘Processing Date’ derived from the receipt form,
calculated by taking today’s date and adding the specified
‘Advance notice period (In days)’ in user defaults

<<DDPROCESSDAY>> | The ‘Direct Debit Processing Day’ is derived from the direct
debit tab of the relevant client

<<DDMANDATEFREQUENCY>> | The ‘Frequency’ derived from the direct debit tab of the
client

<<DDORIGINATORID>> | The ‘Originator Identification number’ is derived from User
Defaults > Preferences > Direct Debits

<<DDMANDATEREF>> | The ‘Reference’ derived from the direct debit tab of the
client

<<TyBkActName>> | The ‘Tenancy Bank account name’ from bank details tab,
Tenant equivalent is ‘TBkActname’

<<TyBkSort>> | The ‘Tenancy Bank Sort code’ from bank details tab,
Tenant equivalent is ‘“TBkSort’

<<TyBkAct>> | The ‘Tenancy Bank account number’ from bank details tab,
Tenant equivalent is ‘TBkAct’
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Once a letter template has been created and saved in the usual letters folder, the user can produce the
letter by selecting the ‘Letter’ button on the direct debits tab of the relevant client.

N A
Tenancy Information \\ Code [v1004 Landiord
DateAdded  [30/03/20N [=] |Mrsbdrel Pemy L1005 v
Ststus  [PRIVATE x| FPropety
Narne |Messrs Denny, Stanton & sbbatt and Miss Howie |1 0 Hapland Road
Salutation |Tenants
Click To Select a Tenant Irpeice Beceipt
TI008 EMAIL OHLY Home  |0141 555 8343 — —
T1006 EMAIL & SMS work  |0141 564 5644 Spost CEaUn
T1on? SM5 ONLY Fax | Deposit Refunds Refunds
T1008 POST -
Maobile  |07856226931 Credit Motes
Pazzword | howzat E-bail |
Tenancy Details ] Dates ] Cther Addresses ] Meter Readings I Letters I ShASEmail ] Links Direct Debfs Motes 1

Direct Debit References

ame eferenge moun req afau arter
M Ref A t |F Default | Lett
_F|Rent Monthly 456563 £50000 M- W [[Bones
* [l

Defautt Invoice References

tem Type Default Ref

e

Administration Fee  [Rent Morthly

Rent Rent Mantkly

Tenancy Agreement |Rert Monthly

Sundry Rert Marithly

Bank Details Yalidated.

Direct Debit Processing Day 3

]

hapleptenantzi@live. co.uk

Motes 2

Motes 3

Motes 4

Hide Maotes

Once a letter has been produced the letter button will show the word ‘Done’. Despite this the button can

be selected as many times as the user likes.

Once printed, the letter will be recorded in the history log.
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Raising Direct Debit Invoices Manually

Having set up direct debit as the preferred receipt type and configured the mandates the user now has
the ability to raise direct debit invoices for the tenancy or tenant. This is carried out in the normal way
using the standard invoice button. (Multiple invoicing is also available for this purpose)

Endancy intoice

I |1 005 M & Wrs | Perry 'S_end Options
Property |P1 me |1D Hapland Road ¥ Post
TEnaReEy 1004 IMessrs Denriy, Starton & Akbott and Miss Howie Updiate

Previevy Invoice

[ Tenant
| Inwaice Number
Invice Date | D30B2010 | = Trans Up To: [ 03082010 | = Reference: [13 () s |

Invoice Remark |Please do not send us payment a3 it will automsaticaly ke collected form your E

|v Dizplay Unallocated for Landlord £203.75

™ Mon Direct Debit r+ i

Envc.ice Updste Mode ] [ Show Account Balance for Tenancy

Processing Date | 17082010 |«

to add a new invoice item - go to the last row

Date ftem Deszcrigption Armourit WAT |Per  [Uzer |Calc [S40|DD Ref (ng[n]
03082010 - |Rent Feert Marith 1 ge0000| eooofw-s(crr [ O [O [Rert Morthiy 3|378a
03082010 |Ground Rent Ground Rent Guarter 1 £56.00 £0.00 (G- | CFP D D Ground Rent 3|37a6E
03082010 | Administration Fee Acimin Fee g20000| £35.00(s-silcre [ O [ |* Mon Direct Dekit = | 3[3787
* O

Two additional options should now be visible ‘Invoice Update Mode’ and ‘Processing Date’.

Invoice Update Mode

This should be set to ‘Direct Debit’; you will not be able to raise a direct debit invoice unless it is set in
this way. To raise an invoice that avoids the direct debit process, change this setting to ‘Non Direct
Debit’ before updating.

Processing Date

This is the date upon which the transaction will become available to process. Generally it will reflect the
payer’s preferred ‘Direct Debit Processing Day’ but this could be pushed forward if the ‘Advance
Notice Period’ is in effect. The processing date can be manually changed at this stage if a different date
is required. Note: This date will be sent to the bank through the BACS software as the required processing
date.

Invoice Remark

The invoice remark stipulated for direct debits in user defaults will be displayed on the invoice form
and a chance to change its content is available at this stage.

Item

Any ‘Direct Debit Invoicable Items’ that were configured in user defaults (see ‘Direct Debit
Invoicable Items’ on how to do this) will now be selectable as an ‘Item’ type on this form.
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DD Ref (Direct Debit Reference)

Once the invoice type is selected a ‘DD Ref column will reveal the direct debit reference that identifies
which mandate the invoice type is tied to. You can click into this column and select a different mandate
agreement if desired.

Enancy introice

ISR |1 005 e & hirs | Perry Is_end Options
Property |P1 me |1D Hapland Road ¥ Post
| Tenancy |‘r‘1 004 |Messrs Denny, Stanton & Abbott and Miss Howie Update

Previevy Invoice

[ Tenant
| Invoice Mumber
Invice Date [D30B2010 | = Trans Up To: 03082010 | = Reference: [13 () s |

Invoice Remark |Please do not send us payment as it will automatically ke collected form your E

|v Dizplay Unallocated for Landlord £203.75

Invoice Update Mode [ Show Account Balance for Tenancy

(" MNon Direct Debit

Processing Date | 17082010 -

to add a new invoice item - go to the last row

Date ftem Deszcrigption Armourit WAT |Per  [Uzer |Calc [S40|DD Ref (ng[n]
03082010 - |Rent Feert Marith 1 ge0000| eooofw-s(crr [ O [O [Rert Morthiy 3|378a
03082010 |Ground Rent Ground Rent Guarter 1 £56.00 £0.00 (G- | CFP D D Ground Rent 3|37a6E
03082010 | Administration Fee Acimin Fee g20000| £35.00(s-silcre [ O [ |* Mon Direct Dekit = | 3[3787
* O

The ‘DD Ref itself is derived from the relevant tenancy or tenant ‘Direct Debit’ tab mentioned earlier.
This tab shows details of which direct debit reference is tied to which mandate and also which invoice
types are configured to use fhis relationship.

Tenancy Detailz l Diates l Fer Addre=ges | Meter Readings l Leﬂers] ShiSEmail ] Links Direct Debits |

Lirect Debit Referances

Mame \{ Reference Amount |Freq | Default | Letter
Fent Monthly Eualatalal] EHO0.00 (M- £ |7 Lone
round Rent FazaA5TE PG00 |Q-0Q I_
* || r
Mate: It iz recommended that _I,IPu utilize the ALUDDIS functionality to werify multiple Direct Debit R eferences
Default Invoice References Direct Debit Proceszing Day 3
tem Type Defautt Ref Bank D etails Y alidated. v
Ldministration Fee | * Mon Direct Dbt *
Rent Rent Monthly
p [Ground Rent Ground Rert -
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Raising a Direct Debit Invoice
If required, the ‘“TransUpTo’ date option can be pushed forward at this stage to raise invoices which are

not yet due.

Once the usual details have been checked and the ‘Processing date’ and ‘DD ref match the details in the
mandate correctly, the user can update the invoice in the usual manner by selecting ‘Update’.

In some circumstances a confirmation message may appear at this stage warning the user that the
items on the invoice will not be available for processing until the processing date is reached.

However there are methods (described later in this guide) that enable the user to export post-dated
transactions via BACS.

Invoices that have been raised with a preferred receipt type of ‘direct debits’ will be posted to the
receipt screen in the usual manner. This enables the user to receipt the monies using other receipt
methods if so desired.
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Raising Direct Debit Invoices through Multiple Invoicing

The multiple invoicing utility has undergone a few changes in order to bring it in line with direct debits.

EI -------------- |:| %1003 Lionel Rich Tea (Process Date: 0309520100
b [0 zam92009 Rert Rert - 26092010 to 254 052010, £600

Invoices Invocie Details Oliu:uns
Tenarit - Invoice Date 03052010 |«
Tenancy i Tranz Up To LEmaon 1= InElude Calculated tems F
Landlord { InElude tems with Vacating Dates
Imvnice Ret 14

Invoice Update Mode Imvoice Mumber  |tha) Digplay Unalocated money on invoices? [v
Maon Direct Debit -
Direct Dehit (+

&
Status
[ Select Invoices by Status pdate |

Cloze |

The user must update direct debit invoices separately from non direft debit invoices, therefore a
selection must be made when the form initially loads.

So to update ‘Direct Debit’ invoices only, the ‘Invoice Update Mode’|box must be set in this way.

Having set the update mode to direct debit the window detailing invoices will contain only those items
which are set as direct debit.

Any direct debit invoices which are marked as calculate rents will not appear at this stage.

The system will behave slightly differently when calculated items are included (more on this to follow).
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Multiple Invoicing Processing Dates
Alongside each client displayed in the invoice window the user will find a processing date specific to

that client.

[ #1004 Messrs Denny, Stanton & Abbott and Miss Howie (Process Date: 03090201 00 <

[ 03052010 Rent Rernt Month 1 £500
[ o3msi2010 Ground Rent Ground Rent Guarter 1 £56

[J 1009 Lionel Rich Tes (Process Date:0309/2010)

[ 2am09r2009 Rent Rert - 26i09/2010to 25M0/2010. £600

4 Processing Date for Selected temrst | 03092010 hd

Invoices
Tenant

Tenancy
Landlord

Irvoice Update

Direct Dehit

Status

Mode

Mon Direct Debit

Invocie Details

. Invoice Date W
v Trans Up To W
- Invoice Ref 14

Irvoice Mumber  |(tha)

[ Select Invaices by Status

Options
Include Calculated kems u
Include temns with Vacating Dates N

Dizplay UnAllocated money on invoices? v

Updlate |

Cloze |

This is the date upon which the transaction will become available to process. Generally it will reflect the
payers preferred ‘Direct Debit Processing Day’ but this could be pushed forward if the ‘Advance
Notice Period’ is in effect. The processing date can be manually changed at this stage if a different date

is required.

Note: This date will be sent to the bank through the BACS software as the required processing date.

In order to change the processing date from its default value the user must first highlight the clientas =~
shown in the above image.

— An opportunity will then be given for the user to specify a new processing date.

Given the advance notice periods that may have been set by the user, various checks made by the
system may lead to a message warning the user that the date suggested is not a sensible one, this

message however can be ignored.

Any changes to processing dates on this form will be lost if the form is refreshed.

Once the user has changed any processing dates and ticked the items they wish to process the form can
be updated in the normal way by selecting the ‘Update’ button.
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Multiple Invoicing Calculated items
In order to include calculated items in the invoice window alongside the usual direct debit invoices, the
user must ensure a dot is placed in the ‘Include Calculated Items’ as well as the ‘Direct Debit’ option.

With ‘Include Calculated Items’ selected, the processing dates are shown against each invoice rather
then aganst the client as a whole.

It is assumed that any direct debit invoices that are marked as calculated are[not the first direct debit
invoices for the client from which they are charged, so for these invoices the flefault processing date
will ignore the advance notice period specified in user defaults. Instead thesq invoices will default their
processing date to tommorow’s date.

12 Hultiple Invoicing

(1 w1004 Messrs Denny, Stanton & Ahbatt and Miss Howie
A w1009 Lionel Rich Tea
--------------- 26082010 Rent Rert - 26M5/2010t0 25M 052010, £600 (Process Date:0909,20107)

[ = [— Invoices l

—> ZEM92010 Rent Rert - 2682010 to 25/09,2010, £600 (Process Date: 27097201 0)

Processinag Date for Selected kemist: 27092010 -

Invoices Invocie Details Options

Tenart " Invaoice Date 26052010 |-

Terancy (¥ Trans Up To 050010 1= Inciude Calculated tems IIE <

Landlord ™ Include tems with Wacating Dates

Invaice Ret Iﬁi

Invoice Update Made Invoice Mumber  |(tha) Dizplay UnAlocated money on invoices? v

Maon Direct Debit f_“

Direct Debit fe

Status

[ Select Invoices by Status Lipdate |
Close |

The processing date is the date upon which the transaction will become available to process, generally
it will reflect the payer’s preferred ‘Direct Debit Processing Day’. The processing date can be
manually changed at this stage if a different date is required.

In order to change the processing date from its default value, the user must first highlight the required
invoice as shown in the above image, and then specify a new processing date.

Given the advance notice periods that may have been set by the user, various checks made by the
system may lead to a message warning the user that the date suggested is not a sensible one, however
the user will be able to ignore this message if so desired.

Any changes to processing dates on this form will be lost if the form is refreshed.

Once the user has changed any processing dates and ticked the items they wish to process the form can
be updated in the normal way by selecting the ‘Update’ button.
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Processing/Exporting Direct Debit Transactions

Once direct debit invoices have been raised they should appear as a list in the ‘Direct Debits’
processing form accessible via the ‘Postings’ menu.

If required, the user can drill down to a tenancy from the ‘Processing’ list by double clicking the
‘tenancy code’.

Colour Coding

On the ‘Processing’ tab a colour coding system is in place to help easily identify the status of the
pending transactions. The colour legend is as follows:

o Black entries signify that the bank details used for the payer have been marked as validated.
This is reflected on the ‘Direct Debit’ tab of the payer information form.

e Blue entries signify the opposite to the above. The bank details (though present) have not been
validated. Once a successful BACS transaction for this payer has taken place then any further
entries for the payer will appear in black as above.

e Red entries signify that the invoice has been raised BUT either some or all of the bank details
are missing.

e Grey entries signify that the invoice does not qualify for processing because its processing date
is outside of the supplied timeframe. (more on this to follow)

1" Direct Debits

; ziled kems ]
Processing Dete Single tem Arrears Date Receipt Ref
v 2% " Custom
|D4£DB£2D1 a | - |DEHD?£2D1 0 | - Fum i b
Ternart Code | Tenant Mame Tenancy a |Tenancy Mame Accourt Mame Amourit Reference Ayvail to Process | Include
» 004 Meszrs Denny, Stanton & &bbiDenny Stanton et al £600.00 15 03-Sep-2010 |
004 Meszrs Denny, Stanton & AbbdDenny Stanton et =l £56.00 13 03-Sep-2010 r
Y1009 Lionel Rich Tea I | B Benn £600.00 12 16-Aug-2010 ]
009 Lionel Rich Tea Mr | B Benn £600.00 12 03-Aug-2010 r
009 Lionel Rich Tea r | B Benn £600.00 12 16-Aug-2010 r
009 Lionel Rich Tea fr | B Benn £600.00 15 09-Sep-2010 ]
009 Lionel Rich Tea it | B Benn £600.00 15 27-Sep-2010 r
| B Bank Details validated B Bank Details Mot alidated B Bank Detailz Mizsing W hlot Due for Processing
Export to Bacs-IP |
Select All | Deselect Al | earch: * Code O Mame © Acc. Mame 2
Total Selected: £0.00
r Include Periodic Arrears in |
Selection Total Arresrs Selected £0.00
— Finel
Prift List | Clase |

A colour legend is present on the form to remind the user the meaning of each colour.
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1. Direct Debits

Processing date

The processing date shown in E__E!_'_-'_'_';f_%ﬁi_r_]gj] Failed fems ]

the top left corner of this form Processing Date Single tem Arrears Date

. . -

is essentially a cut off date. Any [04/08/2010 =1 |os/07/2010 [~

invoices with a processing date Tenart Code | Tenant Mame Tenancy  |Tenancy Mame Ay

. . . [ 2 Y1004 Messrs Denny, Stanton & Akl

that is before this date will V1004 Messrs Denry, Starton & Abk|

qualify for processing. w1009 Lionel Rich Tea [
Y1009 Lionel Rich Tea h
Y1009 Lionel Rich Tea

A general BACS transaction will take three days to complete:

e Day 1 - The requests are processed and uploaded to the bank
e Day 2 - The bank receive and process the transactions
e Day 3 - The funds are transferred.

CFPwinMan takes this 3 day cycle into account and so will (by default) set the processing date on this
form to be the day after today’s date. This is to encourage users to export the information to BACS a day
earlier than it is due. As a result of this, the transfer of funds is more likely to take place on the
preferred ‘direct debit processing date’ stipulated by the payer.

There are a number of scenarios where the default ‘processing date’ will be pushed further into the
future than suggested above. These are as follows:

o Weekends - if the expected processing date falls on a weekend then the date will be pushed
forward to the following Monday.

e Bank Holidays - If the expected processing day falls on a bank holiday then the next working
day after this will be used instead.

e 10.30pm - If you are processing your direct debits after 10.30pm in the evening then the day
will be pushed forward one extra day to compensate for bank processing times.

The ‘Processing Date’ itself can be moved forward manually to encompass future direct debit requests.
There is a limit to how far forward you can move this date and this is derived from the user defaults
setting - ‘Max. Processing days in advance’ mentioned earlier in this guide.

Moving the processing date forward will not affect the date which the funds are transferred. It’s simply
a method of exporting the information to the bank earlier than is required. The bank will then execute
the transfer on the processing date that was entered at the invoice level.

Once a ‘Processing Date’ has been entered any transactions that are due to occur after this date will
appear in grey and will not be available for inclusion when the export takes place.
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Search Facility

There are a number of ways of locating a direct debit request without having to scroll through the list.
Each column shown in this form can be sorted on by simply clicking on the column heading. In addition
to this the ‘Code’, ‘Name’ and ‘Account Name’ can be searched for by using the search utility.

e Select search type
Search: * Code {7 Mame 1 Acc. Mame yp

e Add search Text

Find e Click find

The user can then find the next transaction in the list that matches the search parameters by reselecting
the ‘Find next’ button. This can be repeated until the relevant transaction is found by the search
facility.

Arrears

From time to time the user may require that certain requests are withheld and so excluded from the
export process. This is achieved by ensuring the ‘Include’ tick box for these items is NOT ticked when
processing the export.

As time goes by, items which have a processing date in the past can become categorized as ‘direct debit
arrears’. Before doing this CFPwinMan will take into account the frequency which the direct debit
requests occur and calculate whether today’s date is in the next period for this request, if so then the
direct debit will be categorized as in arrears.

Example:
A monthly direct debit request with a processing date of April 15t will become an arrear on May the 1st

Single Item Arrears Date

Any Direct Debit requests raised in CFPwinMan as a ‘Single’ item can be categorized as ‘Direct Debit
Arrears’ once a certain time frame has expired.

On the ‘Processing’ tab of the ‘Direct Debit’ form, a ‘Single Item Arrears Date’ option has been
implemented to allow the user to stipulate a cut off date. Any single invoiced items that have a
processing date which is prior to this cut off date will be categorized as arrears.

Select All /Deselect All

On the ‘Processing’ tab of the ‘Direct Debit’ form the
familiar ‘Select/Deselect All’ buttons are present. If the
‘Select All’ button is pressed then all eligible requests will be I_
ticked for inclusion in the export process.

Select &l | Deselect Al |

Include Periodic Arrears in
Selection

Pririt List |
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Include Periodic Arrears in Selection

A further filter process has been added to the ‘Select all’ routine called ‘Include Periodic Arrears in
Selection’. If this option is left unchecked then any requests which are categorized as being arrears will
not be included in the ‘select all’ routine.

Totals

When a number of items are selected for inclusion on the
‘Processing’ tab of the ‘Direct Debit’ form a ‘Total Selected’
section will tally up the items and give an overall view of the Total Arrears Selected: £0.00
monies to be requested.

Total Selected: £0.00

In addition to the above ‘Total Selected’, a separate total will signify the amount of monies included
which are categorized as “Total Arrears selected’.

* See the arrears section above to see how items are qualified as arrears.

R R —————— |
By default the receipt
reference that gets used will _
be the standard T Receipt Ref
€ the stan ar_ .one' 0 » (¢ |Jze Default { Custom l—
ensure that this is the case a
dot must be placed in the Accourt hame Aot Reference Aveailto Process | Include
‘Use Default’ selection box. Abbe|Denny Stanton et sl £E00.00 15 03-Sep-2010 I
Abbi|Denny Stanton et al £56.00 15 03-Sep-2010 I

. Mr | B B EREOO OO 12 16-Aun-20110 1_

The user can obtain the last ' = .

used receipt reference by loading up the main ‘User Default’ screen.
That number will be incremented by one for this process.

However the user may wish to specify a one off number that does not interrupt the sequence shown in
user defaults.

To do this a dot must be Receipt Ref

placed in the ‘Custom’ e et L Custom l—
selection box, a reference

Account Mame Armourt Feference Availto Process | Include
can then be entered.
Ak Denny Starton et al LE00.00 15 03-Sep-2010 [
Ak Denny Starton et al L£56.00 15 03-Sep-2010 [
¥ | B Benn CEO0.00 12 1E-Au0-2010 [
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Export to Bacs-IP

When each of the required direct debit requests has been ticked for inclusion into the export routine,
the user can process the export.

" Direct Debits

Processing lFaiIed tems l
Processing Date Single tem Arrears Date Receipt Ref
|DEHDB£2D1 a | - |DEHD?£2D1 a | - * Use Defautt © Custom
Ternart Code | Tenant Marme Tensncy a |Tenancy Mame Accourt Mame Aot Reference Ayl to Process | hclude
004 Messrs Denny, Stanton & Abb|Denmy Stanton et al £E00.00 13 03-Sep-2010 r
004 Messrs Denny, Stanton & Abb|Denny Stanton et al £56.00 15 03-Sep-2010 r
w1009 Lionel Rich Tea tdr | B Benn £E00.00 12 1E-Aug-2010 r
w1009 Lionel Rich Tea ik | B Bienn £600.00 17 09-2uy-2010 r
w1009 Lionel Rich Tea Mir | B Bienn £600.00 149 09-2ug-2010 r
w1009 Lionel Rich Tea hir | B Bienin £600.00 12 03-Aug-2010 v
w1009 Lionel Rich Tea tdr | B Benn £E00.00 12 1E-Aug-2010 r
w1009 Lionel Rich Tea ik | B Bienn £600.00 15 09-Sep-2010 r
w1009 Lionel Rich Tea Mir | B Bienn £600.00 15 27-Sep-2010 r
Y012 hir J R Challenger J R Challenger £600.00 19 18-Aug-2010 r
[ 3 Y012 Mr J R Challenger J R Challenger £600.00 19 O4-Aug-2010 I+
| B Bank Details Validated B Bank Details Mot “alidated B Bank Detailz Mizsing B hot Due for Proces=sing
Export to Bacs-IP |
Select All | Deselect Al | Search: ™ Code © Mame ( Acc. MName i
Total Selected: £1200.00
i Inchude Periodic Arrears in | |
Selection Total Arrears Selecte: £600.00
— Fin
Prift List | Close |

In the bottom right hand corner of the ‘Processing’ tab the ‘Export to Bacs-IP’ button will set the
process in motion. This will create a CSV file in the ‘Collection File Export Path’ location (mentioned
in the user defaults section of this guide).

The Export file will be called ‘DirectDebitExport.CSV".

If a previous CSV file is present in this location it will be renamed and archived for future reference and
the new CSV file will take its place.

At this stage CFPwinMan has completed its part of the overall export procedure. It now remains for the
Bacs Software to examine the ‘Collection File Export Path’ and retrieve the file left by CFPwinMan.

A general ‘History Log’ entry will be added to reflect the fact that an ‘Export to Bacs IP’ process has
taken place.
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Update Receipts
Once the BACS software has uploaded the relevant requests, CFPwinMan requires the user to mark

these requests as being uploaded.

CFPwinMan will remember the previously selected items which were exported in the last export
routine and they will remain ticked.

If the user tries to include or exclude any further items before pressing the ‘Update Receipts’ button,
the button will become disabled and the user will be forced to re-export. This ensures that what is
uploaded to Bacs reconciles with CFPwinMan's records.

* I Direct Debits
Proceszing l Failed tems ]
Processing Date Single tem Arrears Date Receipt Ref
(e 5% " Custom
|DEHDB£2D1D | - |DE£D?H2D‘I 0 | - P b b
Tenart Code |Tenant Mame Tenancy & |Tenancy Mame Accourt Mame Amourit Reference Lvailto Process  |Include
004 Meszrs Denny, Stanton & AbkdDenny Stanton et al LE00.00 15 03-Sep-2010 |l
004 Messrs Denny, Stanton & Abbke|Denny Stanton et al £56.00 15 03-Sep-2010 r
009 Lionel Rich Tea hir | B Benn £E00.00 12 16-Aug-2010 r
4003 Lionel Rich Tes Ir | B Biernn £800.00 17 03-Aug-2010 r
¥ o0g Lionel Rich Tea Mr | B Benn £600.00 149 09-Aug-2010 r
Y009 Lionel Rich Tea Mr | B Benn £600.00 12 03-Aug-2010 |
4003 Lionel Rich Tes Ir | B Biernn £800.00 12 16-Aug-2010 r
¥ o0g Lionel Rich Tea Mr | B Benn £600.00 14 09-Sep-2010 r
o009 Lionel Rich Tea hir | B Benn £E00.00 15 27-Sep-2010 r
Y012 by J R Challenger J R Challenger LE00.00 19 18-Aug-2010 r
» Y012 Mr J R Challenger J R Challenger £600.00 19 O4-Aug-2010 v
| B Bank Details Validsted B Bank Detailz Mot validated W Bank Detailz Mizsing W ot Due for Processing
Expart to Bacs-IP |
Select Al | Deselzct Al | Search: ™ Code © Mame ( fecc. Name g
Total Selected: £1200.00
v Include Periodic Arrears in | Update Receipts
Selection Total Arrears Selected: £8600.00
— Find
Pririt List | Close |

At this stage the user should press the ‘Update Receipts’ button in the bottom right hand corner of the
form.

When the ‘Update Receipts’ button is pressed an opportunity to select the date on which the transfers
have taken place is then given, the default value for this date will be the day after the processing date in
the top left corner of this form.

After specifying a receipt date an opportunity to label the transaction process with a reference will
occur. This reference will become useful in later stages when failed transactions occur.

Once the routine is completed the selected receipts will be moved from the processing form and an
entry will be placed in to the history log for each of the payer’s in the form of a receipt.
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Failed Items

Located under Postings > Direct Debit Processing is a ‘Failed Items’ tab

The purpose of this form is to allow the user to reverse and, if so desired, re-submit items which, for
whatever reason have failed to transfer. An additional facility has been implemented which allows the
user to charge an ‘Administration Fee’ for failed transactions.

[} [xeb ||

Processing
1D « |Memorable Ref Process Date Total Amount | Memorable Reference Fiter
p |0 Izt 050852010 £1,200.00 —
Tenart Code |Tenant Mame Tenancy & |Tenancy Mame Account Mame Amourit Refefence Failed ftem
b 1003 Lionel Rich Tes Ir | B Benn £800.00 REQOZ) 03 [
Y1012 M J R Challenger J R Challenger £600.00 REO2Q03 [
B Reference active - re-submit permitted B Reference no lofiger exists - cannot re-submit |
Re-Submit tems far =
Select Al Deselect Al | Search (¢ Code O Name (O Acc, Mame Ffocessing
Total Selected: £0.00
| Reversze Receipts |
Print List | Find Administration Fee 0.00 Close |

This form inherits some of the features present on the processing tab:

e ‘Deselect/Select all’

e Search on ‘Code’, ‘Name’ and ‘Account Name’

e ‘Grand Total’

e ‘Print List’ (see reports for information on this)

The receipts are grouped in batches identified by the reference specified during the| ‘Update Receipts’
procedure. The batches are listed in the top left corner of the form and a ‘Memorable Reference
Filter’ entry box is available for the user to search these batches.

Once the correct batch has been located the user will see a list of the items that make up the batch.

If an item in this list is shown in black this signifies that the receipted monies have yet to be paid to the
landlord. The user at this stage has the ability to reverse or re-submit the request.

If an item in this list is shown in grey this signifies that the receipted monies have been paid to the
landlord, the user will need to reverse this payment to allow the direct debit request to become
available to reverse or re-submit for processing.
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Administration Fee

If the user wishes to charge the payer an ‘Administration Fee’ for a failed transaction then at the
bottom of this form an amount can be entered. It is worth bearing in mind if a number of failed items
are selected then this fee will apply to each of these selected items. If an amount is entered and the item

Io] & | Memarable Ref Process Date Toté\ﬁmount temorsble Reference Fitter
b0 Ist 0:aE2010 £1 ,200?QIZI
Tenart Code |Tenant Mame Tenancy & |Tenancy Mame Accourt Mame AmoLrit Reference Failed tem
) 1009 Lionel Rich Tes r | B Benn £600.00 REDZ103 [
Y1012 Mr J R Challenger J R\Qhallenger £600.00 REOZ2103 |l
B Reference active - re-submit permitted \ B Reference no longer exists - cannot re-zubmit |
Fe-Submit tems for =
Select Al Deszelect Al | Search; (* Code ¢ Mame ( Acc. Mame Processing
Total Selected: £0.00
| Reverse Receipts |
Eon o | Find Administration Fes 0.00 Close |

is reversed then an ‘Administration Fee’ invoice will be posted to the relevant payer ‘Invoice’ form.

Re-Submit Items for Processing

If an item has failed to transfer and the user would like to re-submit the request through the direct
debit processing screen then the user must tick the tick box labelled ‘Re-Submit Items For
Processing’. The ‘Reverse Receipts’ button can then be selected and the direct debit request will
reappear on the ‘Processing’ tab and become available to re-export.

If a direct debit receipt is reversed which is linked to a deleted reference/mandate the ‘Re-Submit
Items for Processing’ option will be unavailable and the reversed item will become *Non Direct
Debit*.

Reverse Receipts

If an item has failed to transfer and the payer is likely to pay using another payment method, then
ensuring that ‘Re-Submit Items For Processing’ is NOT selected and clicking the ‘Reverse Receipts’
button will reverse the fact that the item was receipted via direct debits and the invoice will return to
the payer ‘Receipt’ screen. From here you can receipt the item in the normal manner.

When the 'Reverse Receipts' button is selected a request for a receipt reversal date is shown. Once
this is entered a report will be produced summarising a list of the items the user has chosen to reverse.

A history log entry is entered against the relevant payer(s) for any reversals that take place.
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