How to Create an Invoice

1 Navigate to fiucrm.lightning.force.com/lightning/o/Opportun...

Click the "Search this list..." field and search for the applicant opportunity you are
looking to invoice.
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https://fiucrm.lightning.force.com/lightning/o/Opportunity/list?filterName=00B5Y00000LMWwhUAH

3 Click the Opportunity Name of the applicant.

s+ Chapman Graduate... Home Contacts “  Opportunities ~  Campaigns *  [nteractions v Plans
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MSF Fall 2023 - Applicants +

3 items » Sartad by Opportunity Name - Filtered by All apportunitias - Acadamic Imerast, Tarm » Updatad a few saconds ago

Opportunity Name T “ | Account Na... *  Stage | Converted GPA | Notes
1 Gonzalez - Fall Term 2023 Matthew Gonzal... Incomplete 2.8500 r:és;mg: Trapscs
{ \ 4118 - Recommg
2 Gonzalez - FallTerm 2023 Matalie Gonzale..  Admitted 3EEED 3126 -Pending S
- residency GMAT
3 Gonzalez Rodriguez - Fall Te.. David Gonzalez ..  Incomplete 3.8800 r:;aslng: ArieCe

4  Oncein the applicant opportunity view, click "New Invoice"
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6  Click the "*Invoice Item" field.
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If this is a new invoice for an applicant with no prior payment or payment deferral,
click "Notify Customer." Clicking "Notify Customer" will send the email

notification/invitation letter to the applicant to pay their invoice once the invoice is
created and saved.

Mew

You are about to create an open invoice for Ganzalez - Fall Term 2023,

Stedent's Mame: Matalie Genzalez
Panther ID: 3324932

Academic Interest; Finance - MSF
Academic Term: Fall Term 2023
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You are about to create an open invoice for Gonzalez - Fall Term 2023,

Student's Mame: Natalie Gonzalez
Panther ID: 3324832

Academic Interest: Finance - MSF
Academic Term: Fall Term 2023
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7  Click "Admissions Deposit" that is tied directly to your program.

Stwdent's Mame: Natalie Gonzalez
Panther [D; 3324832

Academic Interest: Finance - MSF
Academic Term: Fall Term 2023
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8  Click "Due Date"
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9  Enter the due date for the invoice payment

10 Ensure that the invoice is Open.
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Academic Interest: Finance - MSF
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11 Click "Next" - this will create the invoice and send the applicant their invitation
letter to pay their invoice.

12 Below are the following steps on how to create and close an invoice for an
applicant whose payment is deferred or waived.
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13 Click "New Invoice"
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14 DO NOT click Notify Customer. Click the "*Invoice Item" field.

You are about to create an open invoice for Gonzalez - Fall Term 2023,
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15  Click "Admissions Deposit" that is tied directly to your program.

16 Leave due date blank and click the 'Status' dropdown. Click 'Closed'
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17  Click on the discount percentage and type in 100. This will zero out the invoice
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18 Click the 'Waiver Reason' and choose the reason that pertains to the applicant.
Ensure to use the description box, if applicable, to detail term invoice is being
transferred from.
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19  Click "Next"

20 Make sure that once an invoice is closed - whether it be manually by the recruiter
or paid by the applicant - recruiter must manually update the applicant stage to

"Confirmed"
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21 Click "Mark as Current Stage"
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22  Click the reason most applicable.
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23 Click "Done"
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