Custom Financial Report
Purpose
Data dump of all transaction information. Breakdown orders, payments, and adjustments by transactions for each item.
	Location
	Finance tab > Reports tab > New custom financial report

	Formats
	Comma Separated Values (.CSV)



Parameters
The report output may be filtered by configuring the following parameters:
	Parameter
	Description

	Set a date range for the report
	The report can be configured to include data from the following date ranges:
· Custom date range (specify start and end dates)
· Month to date
· Most recent full month
· Most recent full three months
· FDR = (Front Desk Registration/Internal Registration)



Columns
	Column
	Description

	Amount
	Monetary amount for each transaction

	Billing address
	FDR – Address entered in Payer Information; CUI – Address entered in Billing Information

	Billing city
	FDR – City entered in Payer Information; CUI – City entered in Billing Information

	Billing country
	[bookmark: OLE_LINK22][bookmark: OLE_LINK23]FDR – Country selected in Payer Information; CUI – Country selected in Billing Information

	Billing first name
	FDR – First name entered in Payer Information; CUI – First name entered in Billing Information

	Billing last name
	FDR – Last name entered in Payer Information; CUI – Last name entered in Billing Information

	Billing state
	FDR – State selected in Payer Information; CUI – State selected in Billing Information

	Billing zip code
	FDR – Zip code entered in Payer Information; CUI – Zip code entered in Billing Information

	Check number
	Check number entered (only if payment method is by check)

	City
	Session city

	Country
	Session country

	Date
	Transaction date

	Enter by
	FDR – Logged-in Agency administrator account name; CUI – CUI account owner name

	Family ID
	Family ID

	First name
	Registrant's first name

	Item GL code
	Tuition, session option or merchandise item GL code

	Item GL code name
	Tuition, session option or merchandise item GL code name. This field may be:
· A specific GL code name –displayed when a GL code name is created and assigned to the related item. This applies to sale, cancellation, cancellation fee, and allocation transaction types. 
· Unassigned – displayed when a GL code name has not been assigned to the related item. This applies to sale, cancellation, cancellation fee, allocation and membership transaction types.
· Blank - Blank for all transaction types which do not use a GL code name, such as processing fee, CC payment in and CC payment out transaction types.

	Item name
	Name of tuition, session option, merchandise item or membership

	Item type
	Type of item (Tuition, Session option, Merchandise or Membership). Displayed only for Allocation-type transactions

	Last name
	Registrant's last name

	Location name
	Session location name

	Order number
	Order number

	Parent first name
	Primary parent's first name

	Parent last name
	Primary parent's last name

	[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Participant ID
	Participant ID (Hashed from the Agency Person ID)

	Payment balance
	Balance owed to the Agency (including unpaid purchases, purchases on a payment plan, transfers, cancellation refunds to the customer, etc.). This field may be:
· [bookmark: OLE_LINK7]A positive value - displayed when the transaction type is a transfer fee, cancellation fee, sale, transfer in or registration processing fee paid by the consumer.
· Zero - when the transaction type is a transfer fee, cancellation fee, sale, transfer in or registration processing fee paid by the consumer and the balance is paid.
· Blank - Blank for all transaction types which do not have a payment balance or where the previous purchase was cancelled or transferred.

	Payment ID
	Payment ID

	Payment method
	Credit card type. Displayed only for Allocation-type transactions. Accepted credit cards may be configured in the Backoffice. Visa and Mastercard are pre-configured by default in the Backoffice to be accepted for online (CUI) and offline (FDR) purchases.

	Registration ID
	Registration ID

	Season name
	Season name or Membership name

	Session GL code
	Session GL code

	Session GL code name
	Session GL code name

	Session name
	Session name or Membership package name (if the season is a Membership). The Session name is not displayed for CC processing fee, CC payment in, CC payment out, Credit balance payment in, Credit balance payment out, Credit balance cash out, check payment in, check payment out, cash payment in or cash payment out transactions.

	Session type
	Session type

	State
	Session state

	Time
	[bookmark: OLE_LINK24][bookmark: OLE_LINK25]Transaction time

	Transaction type
	Transaction type (see ‘Transaction type’ section)

	Unique ID
	Agency Person ID



Transaction types
	Transaction type
	Description

	Sale
	All items purchased via an order (includes sessions, options, merchandise items and memberships).

	Cancellation
	Cancellation of a session tuition, session option, merchandise or membership via an order. Note that:
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]For Transfers from one session to another, the tuition will be transferred, whilst option and merchandise item purchases will be cancelled and marked with this ‘Cancellation’ type.
· For ‘Edit purchases’ within a session, the tuition will be transferred, whilst option and merchandise item purchases will be cancelled and marked with this ‘Cancellation’ type.

	Cancellation fee
	Fee charged for cancelling purchased items. This fee is first assigned to tuitions, and if any fee remains, then it is assigned to options, and then finally to merchandise.

	Transfer fee
	Fee charged for transferring a purchase from one session to another or within a session. This fee is first assigned to tuitions, and if any fee remains, then it is assigned to options, and then finally to merchandise.

	Transfer in
	Tuition transferred to. Note that when a tuition is transferred from one session to another, any associated options or merchandise are cancelled. Options or merchandise associated with the transferred-in tuition must be purchased during the transfer.

	Transfer out
	Tuition transferred from. Note that when a tuition is transferred from one session to another, any associated options or merchandise are cancelled.

	Discount added
	Discount or coupon amount deducted from a purchase.

	Discount removed
	An applied discount or coupon amount which has been removed due to cancellation, transfer, etc. Note that only coupons and custom discounts can be manually removed

	Cancellation of cancellation fee
	Transaction to negate a cancellation fee

	Cancellation of transfer fee
	Transaction to negate a transfer fee

	Registration processing fee – paid by agency
	Processing fee paid by the agency to Active for a session tuition or membership purchase.
· If the processing fee paid is by the agency, then its value is negative.
· If the processing fee is paid by Active (as an AA discount) or is for a transfer, then its value is positive.
· For a transfer, the original registration processing fee is refunded and then the new registration processing fee is charged. Both refunded and charged processing fees are recorded in the report

	Registration processing fee – paid by customer
	Processing fee paid by the consumer to Active for a session tuition or membership purchase.
· If the processing fee paid is by the consumer, then its value is negative.
· If the processing fee is paid by Active (as an AA discount) or is for a transfer, then its value is positive.
· For a transfer, the original registration processing fee is refunded and then the new registration processing fee is charged. Both refunded and charged processing fees are recorded in the report.

	Additional purchases processing fee – paid by organization
	Processing fee paid by the agency to Active for session option or merchandise purchases.

	Additional purchases processing fee – paid by consumer
	Processing fee paid by the consumer to Active for session option or merchandise purchases.

	CC processing fee
	Credit card processing fee.

	eCheck processing fee
	eCheck processing fee.

	Cash payment in
	Cash payment received from a consumer.

	Cash payment out
	Cash amount refunded to a consumer (negative value). This amount must be manually refunded by the agency to the consumer.

	CC payment in
	Credit card payment received from a consumer.

	CC payment out
	[bookmark: OLE_LINK11][bookmark: OLE_LINK12]Amount refunded to a consumer's credit card (negative value).

	Check payment in
	[bookmark: OLE_LINK26][bookmark: OLE_LINK27]Check payment received from a consumer.

	Check payment out
	[bookmark: OLE_LINK20][bookmark: OLE_LINK21]Amount refunded to a consumer by check (negative value). This check must be manually issued by the agency to the consumer.

	eCheck payment in
	eCheck payment received from a consumer.

	eCheck payment out
	Amount refunded to a consumer by eCheck (negative value).

	Credit balance cash out
	Credit balance refunded to a consumer either manually or electronically (refund to original credit card).

	Credit balance payment in
	Payment received from a consumer’s credit balance.

	Credit balance payment out
	Amount refunded to consumer's credit balance for a transfer or cancellation.

	Allocation type
	· Allocation - Original payment: Payment amounts for tuitions, memberships, session options, merchandise and registration fees, paid by credit card, check, cash or eCheck. The sum of payment amounts of this type equals the related Payment in. 
· Allocation – Payment from credit balance: Amount paid from a customer's credit balance.
· Allocation - Refund to customer: Amount refunded to a customer by credit card or manual refund. An amount of this type is the same as the related Payment out.
· Allocation – Refund to credit balance: Amount refunded to a customer's credit balance after a transfer, cancellation, etc.
· Allocation – Transfer in: Amount transferred in.
· Allocation – Transfer out: Amount transferred out.



Sorting
By default, records are ordered by date and then time in ascending order, with the oldest record at the top.
Column ordering:
· In the AUI, each column is sorted alphabetically.
· In the exported report, please refer to the actual exported order.

Notes
	Performance limit
	Only data between the current date and up to 95 days ago is available.

	Maximum record count
	n/a

	When not to run
	n/a

	Report will be empty when
	No transactions occurred


· The CFR can be saved, renamed and deleted in the AUI.
· The processing fee can be configured in the Backoffice to paid by the agency or the consumer. The agency pays for all credit card processing fees.
· By default, the primary parent's information is used for the payer/billing information.
· For partial payments in the AUI, merchandise purchases must be paid in full to complete the order. If the amount of a subsequent payment is less than the total outstanding session option and tuition balances, then the tuition balance is paid first, followed by the option balance with any remaining amount from the payment.

Transfer Example
1. Original purchase: season: CFR SEASON, session: SimpleX
· Tuition - XT1: $500
· Option – XSO1: $300
· Merchandise – MerchGLName1: $100
2. Transfer to: season: season: CFR SEASON, session: Simple1
· Tuition – T1: $10
· Merchandise – T-shirt: $9
· Transfer fee: $450
3. Result: 
· XT1 is transferred to T1
· XSO1 and MerchGLName1 are cancelled
· New purchase of a T-shirt
[bookmark: _GoBack]Please see the exported report below with added Comments:
[image: ]
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Tuition T1 transferred to

New purchased marchandise T-shirt

Cancelled option XSO1

Cancelled marchandise: MerchGLName1

Tuition XT1 transferred from

Transfer fee $450

$10 of Transferred in tuition: T1

$19 ($10+59) extracted from previously purchased order

$9 of Transferred in merchandise: T-shirt

Registration fee charged for transferred in tuition, paid by agency

Registration fee refunded for transferred out tuition

Excess money after transfer, refund to Credit Balance (500+100+300-10-9-450=431)

450+19=469 is exacted from orginally purchased tuition:XT1. 500-469=31 refund to credit balance from tution XT1
300 is refunded to credit balance, none extracted from orginally purchased option X501

100 is refunded to credt balance , none extracted from orginally purchased merchdise: MerchGLName1




