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19 Steps (4

STEP 1

Click on Revenue

r
.'l
L

My Area

Relationships

Communication

Library

Revenue

e | o | D

e

& Engagifii

Legislation

Events

Accreditation

Settings and Configuration

>

Welcome Crescerance Admin! &

Please take a look at our upcoming Events and |

hard for you!

The XSBA Team
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STEP 2

Click on Transactions
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Please take a look at our upcoming Events and |
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STEP 3

Click on Add Transaction

.00 $250.00

Credits
$250.00 Used ()
$0.00 Unused @
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Refun

Transactions (Last 180 days) | & Add Transaction v |

Favorite = Type Search ID
+ Nl # Invoice Inv 10000090
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STEP 4
Click on Add an Invoice

Credits
$250.00 Used @
$0.00 Unused @

ransactions (Last 180 days) (& Add Transaction v

[E Add an Invoice]
Favorite = Type

| le/ Record a Payment

+ [ * Invoit Issue a Credit Note 5590

@ Issue Refund >

+ [l * Invoice =B Inv 10000089

=3

STEP 5

Search Organization

# Home / & AllTransactions ' [§ Invoices

% Inv | 10000091

Search Buyer

Xba

XS
Cri

Xba

Customer™| Q xsba ”PaymentTerm*i Net 30

e People >
Billing Information *
@ Organizations >

Remittance Information Start typing to search People or
Organizations
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STEP 6

Click on organization

*.
ba Payment Term™ et 30 v
’ People (16 Records) N
' Organizations (1 Record) 5 1 Record
| ' ¥ba/xsBA
yping to search People or _
lzations
d Items
1 *
o
Click on Customer*:
o Crescerance Admin
# Home / @ All Transactions / [l Invoices
@ X
Inv 10000091
*
Customer™ [ ]i. XSBA Ra%mem Term™ et 30 ~
Requested By*:
e People (16 Records) >
Organizations (1 Record) 1 Record
Billing Information * @ ’ ~
o XSBA
Start typing to search People or
Organizations
Email
info@xamplesba.org
Address (Not the correct address? Change)
600 Galleria Parkway, Atlanta, GA, USA
Galleria Parkway
Atlanta, Georgia 30339
United States
Billing Contact(s) © Add Billing Contact
Name Position Department Email Phone
[m] 0 Alex Administrator-XSBA Board Secretary alexadminxsba@yopmail.com
~

Pacaittanan Inbaconatinn
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STEP 8

Search the Organization's Contact

B Home ' { AllTransactions ' | Invoices

Inv | 10000091

Customer™: [ Yoo XSBA

Requested By*: | Q, sarah

'H

People >

Start typing to search for People

Billing Information *
Email
info@xamplesba.org

Address (Not the correct address? Change)

STEP 9

Search the Organization's Contact

Home / @ All Transactions / [l Invoices

Ra%mem Term™:

Net 30 v

o Crescer

% Inv 10000091
Customer*: [ Nou XSBA Ra+nentTem*: Net 30 v
Requested By*: [ (") SARAH ANDERSON % }
0 People (1 Record) 1 Record
SARAH ANDERSON

Billing Information *
Start typing to search for People

Email
info@xamplesba.org

Address (Not the correct address? Change)
600 Galleria Parkway, Atlanta, GA, USA
Galleria Parkway

Atlanta, Georgia 30339

United States

Billing Contact(s)

Name

& Engagifii

sarahxsba@yopmail.com

Position Department

© Add Bi

Email
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STEP 10
Select Billing Contact

United States

teports
Billing Contact(s)
ation >
Name
5 >
0 Alex Administrator-XSBA

ditation >

gs and Configuration > Remittance Information

Email

STEP 11

Enter the Individual the invoice is on behalf of

’ris General Activity Associated Items
n > Invoice Date and Time*

N Nov 17,2023 353 14 |:| 08
tion ’ # % Whois this for? % Name
ind Configuration > ” Tara u

0 People >

Start typing to search for People

Memo

€5 ¢?* | Paragraph v A~

& Engagifii

PM v

Pu

7 of 12



STEP 12

Enter the Individual the invoice is on behalf of

23 14 |: 08 PM v
is this for? + Name < Category % Description %
’ People (1 Record) 3 1 Record
TARA BANKS
yping to search for People tarabanks@yopmail.com
Paragraph v A wv

L = NV W W T = T P Al Niakéa NDacacinsd | Poiin acs Paliag

STEP 13
Type in the Event or Item Title

1d Time* Purchase Order Number

} 14 |:| 08 PM v

; this for? + Name + Category = Description
() TARABANKS X l‘ Principal Leadership | ’J

O Events ©
Paragraph v Av
| @ Event Sessions @
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STEP 14

Enter the Category
Purchase Order Number
5 14 .| 08 PM v
+ Name & Category < Description s SKU
(S Principal Le [ er Conferencd ]
STEP 15

Enter the description

Purchase Order Number

08 PM v
lame =+ Category <+ Description + SKU + Quantity =
rincipal Le Summer Conf ‘ Exhibitor Fee | ’ 1
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STEP 16

Enter the price

s SKU + Quantity 3 Unit Price

=+ Subtotal

1 $250|

$0.00 1m

Subtotal:

Total :

STEP 17

Check for accuracy

Optionally select 1 Contact @ Add Remittance Cantact
Name Position Department Email Phone
o] 0 Alex Administrator-XSBA Board Secretary alexadminxsba@yopmail.com
General Activity Associated Items ~
Invoice Date and Time* Purchase Order Number
Nov 17,2023 iz} 14 |: 08 PM v
# = Whois this for? % Name + Category + Description + SKU + Quantity < Unit Price % Subtotal
1 0 TARA BANKS Principal Le Summer Conf Exhibitor Fee 1 $250 $0.00 M@
o
Subtotal:
Total :
Memo
4 > Paragraph v AvB~y B I U § X x
\ J
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STEP 18
Click on Create & Send

Create & Send

STEP 19
or Create & Hold

Create & Send

Create & Hold
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