


The process is pretty simple, but there
are some important steps you need to
follow. Follow the steps overleaf and
you should be golden!

Reach out if you need any assistance.



STEP ONE

Add the La Trobe Bank Account to the Humanitix account

e Go to Account — Bank
Accounts — and click Add
Account

e Add La Trobe bank account
details to form fields,
including the SWIFT code
(see right).

e Click ‘Make Default'.

Banking Accounts

Hame Account

Account Name

Bank

BSB #

Bank Account #

Swift code/
Bank transit No

IBAN

La Trobe University

Westpac Banking
Corporation

032000

133774

WPACAU2S

032000 133774

Deotault

Make default

=+ Add account




STEP TWO

Set up notifications to go to the Finance Accounts
Receivable (AR) team.

o Select Default Notifications
e Click '+ Add recipient’ and put
accountsreceivable@latrobe.edu

.au in the Recipient email box

e Make sure you check the Payouts
tick box only

Fils LABOTTS W Proenote A Becsunt v

Default notifications

Recipient ermail Attendes enguiries Payouts

+ Add reciplent

Order natifications



STEP THREE

Set up your Payout Notes and GST in your Default Payment
Settings

e Under Account, select ‘Default
Payment Settings’.

e Under Payouts, click into Note On
Payout and add a note that this is
Student Club Income and add in
your Club Name and WBS.

punt

Default payment settings




STEP THREE

Set up your Payout Notes and GST in your Default Payment
Settings

e Under Account, select ‘Payouts’.

Company name La Trobe University
e Under GST, select Yes, your
event is subject to GST. AR e T
e You can either pass on GST to
your customers (so they pay Compan La Trobe University,
more) or absorb it. We addrepssy Plenty Rd, Bundoora
recommend absorbing it, so it's Victoria 3086
clear what they are paying up
front.
e Add La Trobe’'s ABN and
company details in the fields
(see right)
Booking Fees GST Refunds DGR Receipts
GST
Yas
Pass on taxes

Company name

LA TROBE UNIVERSITY

ABN

Company addrass

La Trobe University, Plenty Rd, Bundoora Victoria 308¢



MOVE YOUR FUNDS TO YOUR WBS

The good bit! Now that your event has finished, it’s time to
get your $$$!

e Payouts normally occur 2 e We then contact Accounts
business days or 5 calendar Receivable to make sure it gets
days from your event’'s end date allocated to your WBS.

(unless you've requested
otherwise) e If you don’t receive your payout
receipt, you You can also access

e Payout will occur automatically if the receipts via Humanitix in the
the bank details are included. If Reports — Payouts section.

they are not, you will get many
email reminders.

e You should receive a payout
receipt confirmation from
Humanitix. You need to submit
this via the Finance Form under
‘Income received (payment to
Uni Bank Account)’ to let us
know the payment has been
sent.

Reports
Attendes Detalls Orders Event '\:ll“|'|'.|.‘_.'
Sales oy Ticket 1)’.‘\" Discounts Access Codes
op Purchadeérs Payauts Gusest List

Paid by invoice Gift Cards Add-ons


https://form.asana.com/?k=mVKbPnA9lzHAQbx6XiPTYA&d=1109194013352561

QUESTIONS?

Don’t worry! We’re here to help.

Get in touch by submitting a General
Query via linktr.ee/ltuclubs or Book
in to chat and check out our Drop In
times at calendly.com/ltuclubs.


http://linktr.ee/ltuclubs
http://www.calendly.com/ltuclubs

PART OF THE
FINANCE GUIDANCE
SERIES.
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