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Service Management Guide 

RTOManager features the capability of setting up services that you may offer to your students. It can be 

airport pick up service, accommodation or guardian service available to your overseas students, assistance 

with Visa Processing and other services which provides convenience to your prospective students. 

Service management starts from the Service, facilities and provider setup in the system, to adding additional 

services  

 

 

To manage this feature in your RTOManager, we need to first set up Service facility.  

Service Setup  

This feature is only available and managed by Super Administrator or college administrator. Follow the 

instructions below: 

 On your RTOManager, click Admin > Service Set up. 

 On the Service Details section, select the Service Name form the drop down menu e.g. 

Accommodation (as shown in the example below).  

Service, Facility & 
Provider Setup

Adding Additional 
Services ( as required) 
during offer/enrolment 

stage 

Managing Service as part 
of students' Miscellenous 

payment and provider 
payment. 
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Note: if the service you are after is not on the dropdown list, select Add New Service 

 

 Select Category name e.g. Homestay, Room share etc. To add a new category, select Add 

new Category from the dropdown list.  

 Enter Facility name on the field provided. e.g. Sydney Homestay 

 Enter Student price per week e.g. $250 (as shown on the example below).  

 Click Add Facility to record information.   

 

 A confirmation message will appear to indicate facility information has been recorded 

successfully.  
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 List of service details will show up in a list (as shown below). You may be able to edit, modify, 

make inactive or delete the service as required.  

 

Action icons and its corresponding functionalities 

 

 Allows you to modify and update Service Category. When you click on this icon, a pop up 
screen will appear to let you change the following information – Service Name, Category Name, 
Date type etc.  
Note 
 

    Date type means that either the service request can have date or can have date and time. Example 
for Airport pickup it is likely to have date and time, however for homestay arrangement it is likely to 
have start date and finish date. 

 
You also have the flexibility of allowing students to choose provider for a particular service. You    
might have a few airport service provider who charges different rate, student may choose whom they 
will want to go with. Tick the box if you want to activate this feature.  

 
Internal only indicates that the service chosen is provided by College itself and there is no third       
party provider involved.  
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Once changes has been entered, click Update Service. A confirmation message will appear to 

confirm successful update  

 

Allows you to modify facility information which includes change in facility name and the Student 

Price.    When you click on this icon, a pop up screen will appear to allow you to make the necessary 

changes. Once update has been made, click Update Facility to record the change (as shown below).  

                 

Once changes has been entered, click Update Facility. A confirmation message will appear to 

confirm successful update  

 

   Allows you to set the facility to inactive status. This happens when the particular service if you are in 
the process of renewing a contract with the service provider etc. Once you click this icon, the service will 
automatically go to the inactive only list.  

 

Once this service is readily available, you may click the green icon  from the inactive list to activate the 
service again.  

 

 

 

Allows you to delete your selected service details off the service list. 
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 A confirmation message will appear to confirm deletion.  

Provider Setup 

RTOManager allows you to setup your Service provider information in the system. To manage this function, 

follow the instructions below:  

 On your RTOManager, click Admin > Provider Setup 

 

 Enter relevant information the fields provided. Make sure that all fields with asterisk are 

completed.  
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 Click Add Provider to record provider information in the system. A confirmation message will 

appear to indicate successful update. The newly added provider’s information will show up on 

the list.  

 

 

Provider Facilities Setup  

By this time, you have set up the provider information and the facilities or services that you offer to students 

in your college. Now, we need to ‘assign’ the Services to their respective Service provider.  

To manage this function, follow the instructions below: 

 On your RTOManager, click Admin > Provider Facility 
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 Select Service Provider, Service name and Service Category from the drop down list. As for 

the example below, we have selected Sydney Homestay Pty Ltd who provides Accommodation 

service under Homestay category.  

 

 

 For Available Facility, click the relevant Facility of which your selected service provider offers. 

In the example below, Sydney Homestay offers Room sharing at $250/week for student price. 

Provider price will be $200/week.  
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 Click Add Facility to save updates. A confirmation message will appear to indicate successful 

update/change. The newly added information will show up at the bottom of the page as shown 

below: 

 

 

 

After we have set up the Services, facilities and provider setup, we will now look into how this function will be 

utilised in the Student management and Finance section.  

Case study: 

Using our sample student Manna training, Student no 20170013, currently enrolled in your College. She 

needs a place to stay and has found out that your college is offering student accommodation.  

Based on her requirements, she has chosen Room sharing accommodation offered by provider Sydney 

Homestay Pty Ltd. The weekly student rate is $250/week.  Expected duration of stay is from 2/07/2017 to 

31/12/2017. She is happy to pay the amount upfront.  

 

 To add this service, your admin or student services officer will need to go to the student’s profile 

(Student > Student profile summary > profile). 

 

 On the student profile, scroll down and Go to Additional Service Request section and click 

edit icon   
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 Select the Service required from the dropdown list. As per our example, student is requesting 

for accommodation service.  
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 Select Service category  e.g. Homestay, Apartment, Boarding house 

 Select Facility and service provider. In this example, we have chosen Room sharing facility 

with selected provider Sydney Homestay Pty Ltd.   

 

 

 Enter the requested duration of service e.g. 30/06/2017 to 31/012/2017. 

 Click the link Calculate Total Price to calculate Student total charged and total provider Price 

to be paid.  

 Specify Allergies/ Special requirements (Dietary etc.) on the field provided (if any).  

 Click add service.  The service will be added to the list of service requests as shown below.  

 You may update and delete this service information by clicking these action icons  
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Service Provider Allocation 

This menu allows you to allocate Services to providers in bulk.  RTOManager is designed to allow you to 

record and manage different services you provide to your students.  

In order to use this feature effectively, you have to set up your providers information and the service they 

provide via Admin > Service Setup.  

To generate the list, follow the instructions below: 

 On your RTOManager, click Compliance > Service Request Allocation.  

 

 On the Service Provider Allocation stage, Select the Service Name e.g. Accommodation, airport 

pickup, visa processing etc.  
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 Select Service dates started between two dates e.g. 01/06/2017 to 30/06/2017.  

Note that these dates marked all those services that started within the dates mentioned.  

 Click Search List button to generate the Service request list (as shown below).  

 

 Tick the box of all services provided by the same provider and click Update  icon located on 

the top right hand side of the page. The update the status will change to green icon  to confirm 

the update.  

 

 

 The list can also be exported in an Excel format by clicking the Excel export icon  located on 

the right hand side of the page.  



 

   

  

P. 13 

Copyright ©2017 Meshed Group Pty Ltd. All rights reserved. 

 

 You may also notice that some service requests do not have a corresponding provider. E.g. No 

Provider assigned. To assign a new provider, you can update the service information by going 

back to Students’ additional service request and assign the provider and services accordingly       

( Student > Profile > Additional Service Request)  

 

To assign a new provider, you can update the service information by going back to Students’ 

additional service request and assign the provider and services accordingly       ( Student > 

Profile > Additional Service Request)  

 

Note  The service allocation feature allows to view the list of services that are yet to be 

allocated to the provider and then link to the provider and also this will then make it ready to 

create the invoice in the Finance section. 

 

Student Payment Management 

Once additional service has been added to the students’ profile, accounts team may now raise an invoice 

and collect payment from the student. Note that first the invoices for the service is added and then as the 

payment is made then it is recorded against the invoice. 

To manage this function, accounts team will need to follow the instructions below: 

 On your RTOManager, click Accounts > Student Payment > Student Payment Homepage.  

 Enter Student number and click Search e.g. student number 20170013 
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 On the Student Payment Summary page, click miscellaneous payment. 

 

 On the Miscellaneous Payment page, click Add icon  to add new Payment. Note that we will 

now generate an invoice for our sample student’s Accommodation service.  
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 On the Add/Update Transaction section of this page, enter the relevant transaction information      

 Transaction Type – e.g. Miscellaneous or Service (Service type is selected to record the details 

based on service requested during the application process) 

 Selected Service – e.g. Accommodation, airport pickup etc.  

 Category – e.g. Service category – homestay, apartment etc.  

 Facility – e.g. Room sharing, bedspace etc.  

 Service provider –  

Third party providers your college is affiliated with i.e. Sydney Homestay Pty Ltd.  

 Start and end dates e.g. Service start and end date. System will automatically calculate the 

price as per total amount.  

o Payment Status e.g. Schedule (not paid), Normal ( Paid) 

o Due Date 

o Receipt number ( this number is auto generated unless you opt to use/link existing receipt) 

o Payment Date ( default is today’s date) 

o Payment Mode e.g. Cash, bank deposit, EFTPOS, cheque etc.  

These options has been set up as 

part of the Service/Provider Setup  
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o Total Amount (system will automatically calculate total amount based from Service start 

and finish date).  

o Invoice number (this is generated automatically by the system unless you opt/use/link with 

Existing invoice.  

o Type in Remarks/comments on the free text field provided.  

 

 Click Record to save all information. 

 Once information is recorded, confirmation message will appear to indicate successful recording 

of information.  

 Note that the recorded payment will appear on the miscellaneous payment record for the 

selected student. You may search for this record by using the search filter located on the top 

right hand side.  

 

 

 

 

Note: It is important to highlight that this payment can be manage further using the action icons available 

on the right hand side.   

Please see below functions of each action icons available.  

Icon  Function 
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Allows you to refund the payment (if required).  
 
Students may request payment refunds based on different reasons As per 
our example, student has found a new accommodation and is requesting for 
a refund.   

You can facilitate this function this by clicking the refund icon . 
You can indicate any administration costs and deduct it from the refund 
amount. You may also select refund schedule date, refund mode and add a 
few comments as shown below.  
 
 

 
 
 

 

  
Allows you delete the transaction. When you click this icon, a pop up screen 
will appear to confirm reason for deletion. Click Confirm Delete to delete.  
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 Allows you to pay/update/ modify invoice.  To record payment for this 
invoice, click this icon. it will go back to your Add/Update Transaction 
section and you may change the payment status from schedule not paid  to 
Normal Paid and click Update Info 
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Allows you to send the invoice and/or receipt via email.  
 

 
 
 
 
 

 
 

 Allows you to reverse the transaction (as required). When you click this 
icon, system will ask for comment/reason for payment reversal.  
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 Once payment is ready for processing, click process icon  located on the top right hand 

side. Make sure you tick the box that relates to the payment record that needs to be processed 

as shown below.  

 

 A pop up screen will appear to allow you to enter Payment date, Bank deposit date (if 

relevant) and Payment mode e.g. Cash, EFTPOS. Etc.  

 Click Process Payment to continue.  
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 A confirmation message will appear to indicate successful update ( as shown below) 

        

 This payment record will still appear under miscellaneous payment record list with information 

that this invoice has been paid by the used Payment mode e.g. EFTPOS and receipt number as 

per below.  

 

 You can generate receipt or send receipt via email using the action icons found on the right hand 

side (as shown below). As per the other icon functions, refer to the Action Icon table on page 13.  

 

Provider Payment 

By this time, we already know how to record payment and generate invoice for additional services under 

miscellaneous payments. Now, we need to learn how to pay the third party service provider who delivered 

the service.  

To manage this function, follow the instructions below:  

 On your RTOManager, click Accounts > Provider Payment  

 Enter relevant information using the search criteria (as shown below). Note that we are still 

using our case study information.  
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 Click View Service details to generate service payment data.  

 List of payment details that has been generated based on your search criteria will appear at the 

bottom of the page.  

You may update information e.g. if payment has been made, you may need to enter Date it was 

paid and tick the box to indicate payment has been made and select Payment Mode. You may also 

add your comments on the remarks section as shown below 

 

 

 

 

 

 

 

 Once all information has been entered, click Update button    to save. A confirmation 

message will appear as per below.  
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 You may also export the payment details to Excel format by clicking the Export excel icon  

which is located on the right hand side of the page ( as shown below).  

 

 

Service Provider Allocation 

This menu allows you to allocate Services to providers in bulk.  RTOManager is designed to allow you to 

record and manage different services you provide to your students.  

In order to use this feature effectively, you have to set up your providers information and the service they 

provide via Admin > Service Setup.  

To generate the list, follow the instructions below: 

 On your RTOManager, click Compliance > Service Request Allocation.  

 

 On the Service Provider Allocation stage, Select the Service Name e.g. Accommodation, airport 

pickup, visa processing etc.  
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 Select Service dates started between two dates e.g. 01/06/2017 to 30/06/2017.  

Note that these dates marked all those services that started within the dates mentioned.  

 Click Search List button to generate the Service request list (as shown below).  

 

 Tick the box of all services provided by the same provider and click Update  icon located on 

the top right hand side of the page. The update the status will change to green icon  to confirm 

the update.  

 

 

 The list can also be exported in an Excel format by clicking the Excel export icon  located on 

the right hand side of the page.  
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 You may also notice that some service requests do not have a corresponding provider. E.g. No 

Provider assigned. To assign a new provider, you can update the service information by going 

back to Students’ additional service request and assign the provider and services accordingly       

( Student > Profile > Additional Service Request)  

 

To assign a new provider, you can update the service information by going back to Students’ 

additional service request and assign the provider and services accordingly       ( Student > 

Profile > Additional Service Request)  

 

Note  The service allocation feature allows to view the list of services that are yet to be 

allocated to the provider and then link to the provider and also this will then make it ready to 

create the invoice in the Finance section. 

 


