Accounts Setup and Basics - Videos &

Process Flows

How to set up Accounts

How to use Accounts

MM Simple Accounts Process Flow

AN EXAMPLE OF

IN MIGRATION MANAGER (MM)

P STEP 2
Estimate of Request
Fees Deposit
Provide a fee Request a
estimate, Deposit from
outlining the

your client in

likely costs that MM

will be incurred
in lodging the
visa application.

Record Deposit

Record the
Deposit in your
Client Account &

generate a

Client Fund

Receipt from
MM.

Record Work

Undertake the
work & record
your
professional
fees for the work
in MM.

Invoice/
Statement of

Service for the

work

Generate an
invoice andfor
Statement of
Service in MM
for the work
completed.

Pay
Professional
fees

Transfer the
professional fees
from your Client
or Trust Account
and record the
transfer in MM.
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MM Accounts - Up Front Payment - Process Flow

Choosing to have your clients pay up front for Services

PROFESSIONAL FEE
IMITIAL CONSULTATION 1. Migration professional performs the remaining block of work and
IMigration Professional gives client the Estimate P makes a Record of their professional fees in MM
of Fees before commencing any work Q

o]
Migration Professional receives client [ | A work performed and issues to client
instructions to commence wark Q 3. AStatement of Service issued within 28 days of the final decision
Payment terms agreed — upfront and for agreed Transfer the professional fees from Client or Trust Account and
blocks of work Record the Transfer in MM and the file is closed.

i%i 2. Migration professional Generates an Invoice in MM for block of

o=

REMEMBER TO KEEP APPROPRIATE RECORDS OF ALL TRANSACTIONS

WRITTEN CONTRACT

N DISBURSEMENTS
Migration professional prepares a written contract
(Agreement for Services and Fees with the
Consumer Guide) generated using MM
Client accepts terms of Agreement in writing — X E 3
IMigration professional Requests a Deposit to dlisnt
via MM and saves a copy of the signed agreement
in the Documents takb.

. 1. Third party disbursement is recorded in
MM and paid using from the client's
advanced payment

2. Migration Professional saves and issues
receipt from third party to client.

RECEIVE CLIENT MONEY COMMENCE WORK

1. Migration Professional performs work
2. Oncethe work has been performed and completed for

Migration Professional enters a Record of Il:ll the first agreed block of work, Migration professional
Deposit in MM Accounts and generates a Client enters a Record of their professional fees in MM

Fund Receipt from MM 3. Migration professional Generates an Invoice in MM
for the completed block of work and issues it to Client

4. Transfer the professional fees from Client or Trust
Account and Record the Transfer in MM.

Migration Professional receives full payment of
services from client

Monies received belong to client and are
deposited into Migration Professional’s clients”
account
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MM Accounts - Payment at Completion of Services -

Process Flow

Choosing to have your clients pay after the completion of Services

INITIAL CONSULTATION
Migration Professional gives client the Estimate
of Fees before commencing any work Q (@]
Migration Professional receives chent P "“]
instructions to commence work ©
Payment terms agreed on for agreed blocks of
work or an agreed hourly rate

WRITTEN CONTRACT

Migration professional prepares a written contract
(Agreement for Services and Fees with the
Consumer Guide) generated using MM

Client accapts terms of Agreement in writing — X
Migration professional Requests a Deposit to dlient
wia MM and saves a copy of the signed agreement
in the Documents tab.

COMMEMNCE WORK
1. Migration Professional performs work
2. Oncethe work has been performed and I |
completed for the first agreed block of work, I:I
Migration professional enters a Record of their =
professional fees in MM

OPERATING ACCOUNT

Migration Professional receives full payment of services from client
Migration Professional records the monies received in MM Accounts
and generates a Client Fund Receipt from MM which is issued to
client

Money received from client can be deposited directly into Migration
professional’s operating account, Record the Transfer in MM (if
applicable) and close the file.

RFMFARFR T KFFP APPROPRIATF RFCORNS NF A1l TRANSACTIONS

PROFESSIONAL FEE

1. Migration professional Generates an
Invoice in MM for the completed block of
work and issues it to Client

2. AStatement of Service issued within 28
days of the final decision

DISBURSEMENTS

1. Third party disbursement is recerded in MM
2. Migration Professional saves and issues receipt from

third party to client.
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