Print / Email Receipt When Posting a Payment
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A receipt for a customer's payment can be printed or emailed at the time the payment is recorded in
Jackrabbit.

If the payment you are recording is a credit card or bank account payment (ePayment),
Jackrabbit automatically sends an email receipt for approved payments. Opting to email a

receipt when processing an ePayment may result in two receipts being emailed to the
family (if the payment is approved).

To generate a print or email receipt when posting a payment:

1. When you are entering the payment, select theReceipt checkbox in the Payment/Credit
Transaction Entry window. Note: This checkbox must be selected first, before selecting one of the

payment option buttons.

Payment/Credit Transaction Entry

—Cash, Checks, Other Cradit: ePayments in Jackrabbit

| +* Save Payment | ‘ + Save & Make Another Payment ‘ | “= Use Card/Acct on File ‘ | “= Use New Card | ‘ “= Use Terminal Payment ‘ ? Help
[N
Receips
Family/Ac
2016 Hummingbird Cresent

Huntersville, NC 28078
Home Phone (704) 374-2415

Balance 207.00
TransDate’|  1/14/2019)
Transaction Type | Payment ¥ | Subtype| ¥ | Method " | Check v] | Apphy to Newest Fees First | Payment: 207.00
ayment: g
Note | (] Chks# 1105 [ Apoy to Oldest Fees First within last 12 monts) | Appled Amount: 207,00
| Apply to Oldest Fees First | Unapplied Amount 0.00
All Unpaid Charges/Fees
T = 5 5
Date Su;’tl;repe Note Student Class/Event Orig Amt Discount Tax Amt Unpaid Apply Amt
110172018 Costums Fez Fall Recizal Dani Ager Adv Jazz-Wed -Tpm 50,00 000 000 50,00 5000
Nevember,
110172018 Tuftion Fee swemanoemo  Devergs Intermediate Hip Hop s0.00 000 57.00 57.00,
1101 furdent=100fws/ ave Ager Tes com X { I
Disc=3.00
November,
L Tuition Fee Class=100hrs. . Intermediate Tap - o
110172018 e o0y DniAger pifol s0.00 000 50,00 5000
Hours Disc=10.00
November,
110172018 Tuition Fes T o DniAger Adv Jazz-Wed -Tpm s0.00 000 50,00 5000

Hours Disc=10.00

2. After you select one of the buttons that complete the payment process, the receipt will display
onscreen.

3. Inthe Receipt window, select either thePrint or the Email button to generate the receipt. When
emailing, you will be given the option to select which contact in the Family record will receive the
email. As well, you'll be able to add an additional email recipient and edit the email subject if

desired (the default email subject is "Receipt").



Please choose Recipients

Send Mame Type Email(s)
O Halky Ager Contact hollyagerd1l@gmail com
< Victor Ager Contact vicager@email.com
] Add additional email address
[T]  Edit the Email Subject

Email Receipt || Cancel




