
APPENDIX N

ELECTRONIC FUNDS TRANSFER (EFT)

WHAT YOU WILL FIND HERE

     This Appendix tells you about using the CompuDance Electronic Funds Transfer Operation (EFT) to accept payments from your students/families.  It will explain how EFT works; how to enter EFT data; how to setup your account with our processor, Smart Payment Solutions (SPS) to get our low special rates; and how to globally and manually post payments.

WHAT IS EFT?

     EFT is a method of accepting a payment by check from one of your students without the necessity of handling an actual, paper check.  The paper check becomes an electronic check, which means that the funds are sent from your student’s (or family’s) checking or savings account electronically to your bank account.  The student no longer has to write out a check from a checkbook.  You no longer have to write out a deposit slip for checks received.  You no longer have to carry that check to your bank and deposit it.  You no longer have to wait days for the check to clear and for the funds to be deposited in your account.

       Here’s How It Works
      Assume that Carol Corona, Student Number 497, has her $45.00 tuition due the first of the month.  Her parent authorizes you to debit the family checking account for the $45.00 tuition payment each month and to credit your bank account $45.00.

     On the first of each month you transmit to a processor (SPS) a file created by CompuDance containing 1) Carol Corona’s bank account information and 2) the amount of the transaction.  (In this case, $45.00.)  SPS prepares the file for transmission into the Federal Reserve’s Automated Clearing House (ACH) Network.  It then transmits the file to Carol’s parents’ bank where the funds are removed and transferred through the ACH network into your bank account.  That’s it. 

       Why You Should Use EFT
     EFT can bring you many benefits compared with the method of receiving tuition payments that you now use, including:

     Save Time  Once you receive authorization, managing tuition payments each month is a breeze, as you no longer have to collect paper checks, make out deposit slips, drive to the bank, and enter each payment received.  Think of the time that you spend sending statements, handling and processing checks, entering payments in the Payment Window, and making out receipts.  The time that you will spend handling electronic checks for tuition payment each month for hundreds of students/families can be measured in minutes using the fingers on one hand!!  And how much time do you spend going to the bank to deposit checks?  30 minutes?  With EFT, the answer is 0 minutes.

     Save Money  EFT tuition payments cost a low, flat rate per transaction, not a percentage of the payment, like credit cards.  Using EFT will cost you less than accepting credit cards.   A $45.00 tuition payment by credit card could cost you  $1.45.  That same transaction using EFT through CompuDance will cost you $0.30.  Even if the tuition payment were $269.00, the cost to you would still be $0.30.  That’s 30 cents!  By credit card, it could be $7.05.  EFT is less expensive than using Credit Cards!
     Improved Cash Flow  Instead of sending statements, then waiting for your students to pay you, you can count on receiving those tuition dollars when they are due.  You decide to initiate the payment transaction each month, not the student/family!

     Improved Student Retention  Each time a student/family writes you a check, they must make a decision whether or not to continue.  When your clients are on an automated payment program, they will often continue their involvement longer because they do not have to think about it.  

     We recommend that you seriously consider EFT for your studio.  Thousands of businesses are turning to EFT in this electronic age.  In ten years, you will be in the minority of businesses still using paper checks.  Impress your families by showing them that your studio employs the latest technological systems to make their payments easier and to save them time. 

HOW TO SET UP AN EFT ACCOUNT

     To use the EFT Operations, you need to set up an account with SPS.  Here are two ways to get the process started.  1) You can call SPS at 1-800-320-7258.  Ask for Matt Whitaker or Rory Conway; tell them you are a CompuDance user.  Or, 2) you can send an E-Mail to: MWhitaker@SmartPaymentSolutions.com or MHendricks@SmartPS.com.  Be sure to mention that you use CompuDance.  The application process is painless, and can be accomplished in a few days.   For more information about SPS and Electronic Funds Transfer, visit their web site at: www.SmartPaymentSolutions.com.

     When SPS approves your application to use EFT, you can give your EFT Enrollment Form (See next paragraph.) to your students/families.  They will sign it, giving you authorization to debit their account, and will return it to you with a voided check.  You can now enter EFT Data into CompuDance and post EFT Payments!

     EFT Enrollment Form  This is a form you give your clients that they sign and return to you.  It is an agreement between you and the client permitting you to debit their checking account for certain dance-related expenses during the year.  You can design and create your own form, or you can print a pre-designed form from CompuDance.  To print the forms from CompuDance, go to the EFT Window, then GoTo, then and Print EFT Enrollment Form.  

HOW TO ENTER STUDENT/FAMILY EFT DATA

     Password Protection  Because of the sensitive nature of EFT Data, CompuDance helps you protect that data by restricting all EFT Operations to users who have access to the same password used to protect your sensitive Credit Card Data.  If you are not familiar with that specific password, please refer to the discussion on Page 5-23 of your User Manual.  You will not be able to enter the EFT Window unless that EFT/CC Password has been entered as described on that page.

       Gathering the Data        

     Example: Mary Corona’s mother says that you can debit her checking account each month for Mary’s $45.00 tuition.  Give Mary’s mother the EFT Enrollment Form.  Ask her to sign and return it with a voided check.  When she does, you now have authorization to debit her bank account.

       Entering the Data        

     After receiving Mary’s EFT Enrollment Form and voided check, here’s how to enter her EFT data into CompuDance.

     Step 1
From the CompuDance Main Window click Income in the Menu Bar, then 2 EFT Operations.  Or, from the FRD or


SRD, click Options, then EFT Operations.

     Step 2
From the EFT Window, click New EFT Record, or press <Alt> + [N].

     Step 3
First, enter the Student’s Number (or Family Number) as follows: [S497] because Mary’s Student Number is 497.

                 If it were a family, Family 106 for example, you would enter: [F106].  So you will be entering an S or an F

                 preceding the number.  CompuDance will then display the student/family name in red.  Make certain that the name

                 is correct!

     Step 4
The Account Holder’s Name is on the voided check that Mary’s mother gave you.  Enter that name in the Text Box,


last name last, as in: [Marisol Corona], or [Marisol & Rob Corona].  Do NOT use commas or quotation marks (“ ”).

     Step 5
The Bank Routing Number appears as a nine-digit number at the bottom of the check.  Enter it as: [110926732] or


[290003951].  It must be 9 digits, and the first two numbers are always between 01 and 12, or 21 and 32.

     Step 6
Enter the Bank Account Number in the Text Box.
For example, Mary’s parents’ account number is [207632].

     Step 7
Now click <Save>.  You will be asked if this is a checking or savings account.  Mary Corona is now an EFT
                Account on your EFT Accounts List.  You will notice that the first panel in the Status Bar in her SRD says
                EFT Account.    This helps you quickly identify an EFT Account when you are in an SRD or FRD.

HOW TO LIST AND EXPORT STUDENT/FAMILY EFT DATA

     You can display and/or print lists of all of your EFT Accounts.  In addition, you can export that information by sending the data, in a tab delimited format, to Windows Clipboard.

     Step 1
Click List All EFT Accounts from the Menu Bar in the EFT Window.  The list, as displayed, printed, and exported,


includes all information associated with each of your EFT Accounts.

     Step 2
You will find the following sub-menu.  Click the appropriate item.






1 Display Only





2 Display & Sent to Clipboard





3 Display & Print
HOW TO EDIT AND DELETE EFT ACCOUNTS

     Step 1
Click List All EFT Accounts from the Menu Bar in the EFT Window.  The list will be displayed.

     Step 2
To delete an account, double-click the appropriate Record Number in column one of the list.  Click the <Yes> button 
in the Confirmation Dialog Box.


To change (edit) an account, click the appropriate Record Number in column one.  When that number is highlighted,


right-click it.  You will be taken to the EFT Edit Window.  Make the necessary changes, and then click <Save>.

     Important  Please note that you will not be able to permanently delete a student/family from your database unless you first remove all EFT Data for that student/family.  You will be able to Temporarily Delete a student/family without removing that data, but we recommend that you not do so.  It’s probably not a good idea to keep such sensitive data on your computer when you are quite certain that a student/family is not coming back.

HOW TO GLOBALLY POST EFT TUITION PAYMENTS
     CompuDance has a global EFT Posting Operation.  This operation requires the CC/EFT Password.  With it you can post hundreds of EFT payment transactions in less than 30 seconds.  This is similar to other CompuDance global operations that you are familiar with (posting charges, deleting a charge, etc.)  Here is the simple four-step process:

     Step 1
Click Post EFT Tuition Payments from the Menu Bar in the EFT Window.

     Step 2
You will need to select an Income Category.  Double-click the appropriate category or categories in the List Box.
                 Make certain that you have posted a charge to the categories!  CompuDance will remind you.

     Step 3
Because CompuDance will print a report of all of the payments that it posts, you will be asked to confirm your font


and font size for the printout.  Our recommended font/font size is Courier New, 8 point.  Please use that.

     Step 4
CompuDance will display a very important Summary Dialog Box.  Please read this carefully!  CompuDance uses


your computer’s system date, so, make certain that the posted payment date is correct.  Are the year and location


correct?  Are the categories correct?  If all is well, make sure that your printer is on and ready, then click <Yes>.


The entire posting and reporting process will take less than one minute.  During that time: 


CompuDance will post the amount due for the specified category or categories for each Student and Family on your
                EFT Payment List.  If an EFT Student or Family has no balance due for a specified category, then no EFT payment

will be generated for that category.  CompuDance will adjust all balances in each specified category to reflect the

payment.  It will set the status of a Tuition Category to Paid; other categories to $0.00.  The Payment Reference in

the student/family account ledger will be Auto EFT.  The Payment Method will be EFT Pay.  It will also print a

detailed alphabetical report of each payment transaction that was posted.  Finally, it will create a comma-delimited

file that is compatible with the requirements of SPS.  The file will contain the details of each transaction.  It will

place that file in the appropriate year/location directory.  For example, for transactions posted on January 3 2008 for

Location 1 will be (assuming the default directory, and the year 2007-08), the file path will be:

                
               c:\Program Files\CDW\2007-08\Studio1\EFT Transactions\PdSPSEFT01-03-08St1.txt


Note that the name of the file indicates that it contains Paid Smart Payment Solutions (SPS) EFT Transactions

                made on 01-03-2008 for Studio (Location) 1.


Here is an example of what that file looks like for three hypothetical transactions:

                 "Samuel Robles","019485760","46677","35.00","","CHK","0","S1094","Debit","01/03/2008"

                  "Dr & Mrs Ted Nash","058750006","353445","180.00","","CHK","0","F21","Debit","01/03/2008"

                  "Susan and Mike Summers","068500069","6353656","100.00","","CHK","0","F30","Debit","01/03/2008"

That is the file that you send to SPS.  You should not open that file!

                 If you wish to look in the file, use NotePad to look in the copy that CompuDance makes for you:

                        c:\Program Files\CDW\2007-08\Studio1\EFT Transactions\CopyPdSPSEFT01-03-08St1.txt
     Step 5
Sometime today, when you are certain you have all of the transactions in the file that need to be there, you will


need to log into your SPS account and upload the file and download reports.  That’s it!

       Some Important Questions (and Answers)        


Can I globally post EFT tuition payments to a specific year/studio more than once a day?


If you attempt to globally post to the same year/location (studio) a second time on the same day, CompuDance will

                 warn you 
that you already have a Paid EFT Transaction File for that day.  (Remember each file contains the date

                 as part of the Filename.)  CompuDance will give you several choices as to what to do.


Choice 1  You can delete that file. Be aware that the entire contents of the file (all those transactions) as well as the 
contents of the copy of the file will be gone and will be replaced with the data generated by the second global 
posting.  Do you really want to do that?  Probably not.  Think of the consequences.  If not, click <No>.


Choice 2  Or, you can have CompuDance append (add) the transactions generated by the second global posting to


the transactions already there.  If you make this choice, the file will contain the transactions from both global


postings.  This is probably what you want to do.  Click <Ok>.  (You will have this choice after clicking <No> above.)


Important  If you make this choice, make certain that you have not already sent the file to SPS.  You don’t


want to send some of the same transactions a second time!  Your students and parents will be upset!  If you have


already sent it, then you need to wait until tomorrow to do the second global EFT posting.

What if after I globally post, I have a few more EFT Transactions to add because I received 


the Student EFT data late, or new students registered.  Can I add those few to the file?


You sure can.  See the instructions How To Manually Post EFT Payments on the next page.  Remember, you can


do this only if you have not already sent today’s file to SPS.

What if after I’m done, I notice that I made a mistake.  I posted payments to the wrong Tuition


Category.  I did May instead of March!  Is this a Disaster?


Not to worry!  Before starting the payment posting process, CompuDance made a copy of the files that would be 
changed during payment posting.  This is a Restore Point.  To go back to that Restore Point, use Option 7 from the

EFT Window.  When you do,  you will be right back to the point in time just before posting the wrong EFT

Payments.  It will then be as though you never did it.  It will take less than 30 seconds to “go back in time.”


Can I globally post payments other than Tuition payments?  Costume Fees, for example?


Or, Recital Fees?  Or, Registration Fees?
Yes.  All of the above instructions for globally posting EFT Payments apply to any Income Category.  Just make certain that you have posted a charge to the specified category.   When you globally post to several Income Categories at once, CompuDance combines the transactions when it creates the file, resulting in only one transaction sent to SPS.  (Again, saving you money.)

HOW TO MANUALLY POST EFT PAYMENTS

       A Single Transaction        
     You can enter a single EFT payment manually if you want instead of using the global method.  This operation does not require the EFT/CC Password.  The process is the same as entering a single payment that is not an EFT Transaction.  Assume you want to post an EFT Payment for Jan Wall, Student 54, for her $45.00 May Tuition on May 15 2008.

     Step 1
Open the Payment Window in Jan’s SRD.  Enter the payment as you would if Mary were not an EFT Account.

 However, instead of entering a Check Number in the Reference Text Box, enter the letters [EFT] or [eft].


When finished, click <Save>

     Step 2
CompuDance will check to make certain that Mary is on the EFT Account List.  It will ask you if this will be

                 multiple transactions.  Say <No>.


It will tell you that it is about to append (add) this payment to today’s EFT Payment File.  Click <Ok>.  A Dialog Box


will confirm that the transaction has been added to the current EFT File.  (If the file was not there, it will be created.)


Here is what that transaction (note that it is from a Savings Account) will look like in the file that you send to SPS

later today: 

                  "Sally and Jonas Wall","068540027","35646","45.00","","SAVINGS","0","S954","Debit","05/15/2007"
       Multiple Transactions        
     You can enter multiple EFT payments manually if you want instead of using the global posting method.  The process is not much different from entering multiple payments that are not EFT Transactions.  The major difference is that after entering your multiple transactions, CompuDance will combine them when it sends them to SPS so you only have to pay for one transaction.

     Let’s assume that on October 1, 2007, Maria Vega, Student 347, is paying by EFT for October tuition and Dancewear.  Her tuition is $45.00 and the dancewear is $62.00.  You can enter the two payments exactly as you would if Maria were not an EFT Account.  Enter the first payment of $45 for October tuition, then staying in the same window, enter the $62 Dancewear.

     Step 1
Click Check.  Enter the [107] total in the Total Text Box.

     Step 2
Enter [EFT] in the Reference Text Box.  Enter [45] in the Amount Text Box.  Double-click the October Tuition

Category, then click <Save>.

     Step 3
CompuDance will confirm this first EFT Transaction and will show you in the red Unallocated Box that you still


have $62.00 unallocated.

     Step 4
Now enter [62] in the Amount Text Box, and then double-click the Dancewear Category.  Now click <Save>.


Again, CompuDance will confirm this EFT Transaction.


Here is what those two transactions, combined, will look like in the file that you will later send to SPS:

                  "Dr. Andrew Vega","066985673","56568","90.00","","CHK","0","F347","Debit","10/01/2007"

HOW TO POST EFT CREDITS

     Assume that Mrs. Arron Kolker paid $45.00 via the EFT Operation for Sally’s May 2007 Tuition, but Sally broke her leg in tennis, and can’t dance until next year.  You wish to adjust her May tuition records and credit her checking account with the $45.00 that you electronically transferred on April 1.  This does not require the CC/EFT Password.  Here’s how to do that.

     Step 1
From Sally’s Account Ledger, delete the $45.00 payment in the usual way.

     Step 2
Open the Post an Adjustment Window.  Make a $45.00 adjustment to Sally’s account in the usual way.  Enter a brief


reason in the Description Text Box.  In this case you could simply put [Sick] or [Dropped].

     Step 3
Double-click the category.  In this case, April.  Now click <Save>.    

     Step 4
CompuDance will remind you that this is an EFT Account.  It will ask you if you wish to credit the $45 to Sally’s


bank.  You say <Yes>.  CompuDance will add this EFT Transaction to your EFT Transaction File.  This transaction


will appear as a credit and opposed to a debit.

     Step 5
When you submit the EFT Transaction File to SPS at the end of the day, that credit will be entered into the


system.  Your checking account will be debited $45.00, and Sally’s checking account will be credited $45.00.


Here is what that transaction will look like in the file that you will send to SPS:

                  "Mrs. Arron Kolker","062735400","18723A","45.00","","CHK","0","F347","Credit","04/11/2007"

Notice that is says “CREDIT” instead of “DEBIT.”  This means that the $45.00 comes out of your bank


and into Mrs. Kolker’s bank.

HOW TO FIND EFT TRANSACTION FILES

     To find a list of all the EFT Payment Files on your computer, go to the Lists Window.  Click <Other Lists>.  Click <Browse>.  In the left panel, click the + sign.  Now click the + sign for the Studio (Location) folder.  Now double click the folder named EFT Transactions. 

PROTECTING YOUR CLIENTS’ EFT/CC INFORMATION

     Finally, you need to remember to safeguard the credit card and banking information you collect from your students/families. That is your moral, ethical, and legal responsibility.
     * Don’t give your EFT/CC Password to anyone!  You are the studio owner, and you should be the only one that has access

        to that information.  You are the legally responsible party.  If you believe that a “trusted” employee, colleague, or relative

        can never turn on you, call us and we’ll tell you one horror story after another.  Don’t trust other people!
     * Make a copy of the agreement that your clients sign.  Give them one and keep your copy safe in a locked file cabinet.
     * Lock up all EFT/CC reports that CompuDance prints immediately after the printing.  Don‘t leave them on your desk.
     * Delete EFT and Credit Card data from a student/family record when you temporarily delete the student/family.
     * Some CompuDance Users take sensitive information home where they believe it is safer than in a studio located in a
        shopping center with large windows facing a public parking lot.  Many CompuDance Users have reported to us that their
        computer was stolen from the studio.  That compromises all of your clients’ CC and EFT information.

When CompuDance creates the EFT and CC files to upload to SPS, the account number information in those files is not encrypted.  (It is encrypted when sent to SPS over the Internet.)  So, after you upload the file and no longer need it, you should delete it from your computer.  The copy CompuDance makes contains encrypted account numbers.  So, if your computer is stolen, there are no files on it that contain unencrypted sensitive client CC or EFT information.

     * Expect and prepare for the worst-case scenario.  Then when it happens, you’re Ok.

	EFT/CC Comparison 

"Why can't I use Credit Cards?  That's what my clients want." 

Some Hypothetical ASSUMPTIONS
100 students; $50.00 a month tuition; 9 months
CC Charges (average) = 2½ % 

	 Using Credit Cards 
	
	 Using EFT 

	_______________________________
$5,000/month tuition @ 2.5%
$125.00
______________________________________
100 transactions/month @ .32 a transaction
$32.00 
+$20.00 monthly charge
$52.00
______________________________________
Total = $177.00 per month
x 9 months = $1,593.00
to collect $45,000 tuition.
______________________________________
	
	_______________________________
$5,000/month tuition @ 0%
$0.00
_______________________________________
100 transactions/month @ .30 a transaction 
$30.00 
+$15.00 monthly charge
$45.00
_______________________________________
Total = $45.00 per month 
x 9 months = $405.00
to collect $45,000 tuition.
_______________________________________


What would you rather do - pay the Credit Card Companies
$1,593.00 a year to collect $45,000 from 100 students?

or

pay an EFT Processor
$405.00 a year to collect $45,000 from 100 students?
We believe it makes sense
to save $1,188.00 a year.
That's why you need CompuDance
and Smart Payment Solutions.
But, go ahead, take credit cards if that's what your clients want. 
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