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Welcome! We're here to serve you.

Use the links on the left to:

« Browse our list of upcoming Events and Classes
+ Update your profile by clicking your name in the top right and choosin
» Take a look at the legislative issues we're tracking, read our team's ani

Welcome! We're here to serve you.

Use the links on the left to:
= Browse our list of upcoming Events and Classes
= Update your profile by clicking your name in the top right and choosin
« Take a look at the |egislative issues we're tracking, read our team’s an:
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STEP 3

Click on All Registrations

Welcome! We're here to serve you.

Use the links on the left to:
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You can search by the registration id, group id, event name or registrant’s
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STEP 5
Click on the three dots

STEP 6

Click on Cancel Registration
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STEP 7
A cancellation window pops up with the registration details

Select the registrant you wish to cancel

ID: EV-R-014175)

EV-R-014175 o Inv 10000020
Event: 2 day event s300.00 ([CEE)
Event Type: Conference

Registered By: ([} Crescerance Admin

Event Schedule: Day1:Sun,0ct1,2023 Doy 2 Mon Oct2.2023

(3) SELECT: Select registrant(s) whose registrations you want to cancel and provide cancellation fee/refund details.

) Ay Meseal Cancellation Fee: $0.00 | Refund Amount: $0.00 >

G) REVIEW: Please review the overall financial impact of your selected cancellations on the accounting metrics.
(3) DETAIL IMPACT REVIEW: Here is specifically what will happen as a result of this cancellation.

(*) NOTIFIGATIONS: Please review who all will be notified as a result of these cancellations.

LV Cancel Registration

STEP 8

Click on the dropdown arrrow to select the cancellation reason

Event Schedule: Day 1: Sun, Oct 1, 2023 Day 2: Mon, Oct 2, 2023

@ SELECT: Select registrant(s) whose registrations you want to cancel and provide cancellation fee/refund

o n Ally McBeal

Registration Cancellation Reason*

[ Select v ]

Comment

Enter comment here
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STEP 9
You can also click on Manage Cancellation Reasons if you need to add a new
reason

But note, adding a new reason here will take you off this page and you will have to start
from the beginning again.

Select v
lliness
No Documentation
Unauthorized Participant

Wrong Participant

| Manage Cancellation Reasons I

@ REVIEW: Please review the overall financial impact of your selected cancellations on the accol

m NETAIl IMDANT DEVIEW: Hara ie enanifinallu what will hannan ae a raciilt af thie nannallatinn

STEP 10

Enter a cancellation fee (if applicable)

T AU PIVYIUG LalivEIIauvIl IT6/ 1 STUNU USLaina.

Cancellation F

Original Registration Amount
$200.00

Cancellation Fee (Optional)

$ 50

What would you like to do the remaining registration amount?

Refund Amount

$0.00

Amount applied to new credit note automatically

$200.00

& Engagifii 6 of 12



STEP 11

Since this invoice is unpaid, a credit note will be generated to offset invoice.

If a paid invoice, and paid by Credit Card, you would be able to enter a refund amount,
less the cancellation fee (if any). If paid by check, a credit note will be generated for the

organization to use at a later date.

ion for Regi: istration ID: EV-R-014175)

EV-R-014175

(1) SELECT: Select registrant(s) whose registrations you want to cancel and provide cancellation fee/refund details.

@ ) Ay MeBeal

Registration Cancellation Reason*
liness
Comment

Enter comment here

(2) REVIEW: Please review the overall financial impact of your selected cancellations on the accounting metrics.

(3) DETAIL IMPACT REVIEW: Here is specifically what will happen as a result of this cancellation.

x

Inv 10000020

REGY Unpaic |

Cancellation Fee: $50.00 | Refund Amount: $0.00 v

Original Registration Amount
$200.00

Cancellation Fee (Optional)

$5q

What would you like to do the remaining registration amount?
Refund Amount
$000

Amount applied to new credit note automatically
$200.00

‘Save and Proceed

STEP 12

Click on Save and Proceed

ning registration amount?

wtomatically

‘ Save and Proceed ’
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STEP 13

You will now see the steps of what the cancellation will do

ion ID; EV-R-014175)

EV-R-014175 Inv 10000020
Event: 2 day event $300.00
Event Type: Conference

Registered By: ) Crescerance Admin

Event Schedule: Day 1:Sun,Oct1,2023  Day 2 Mon, Oct2,2023

@ SELECT: Select registrant(s) whose registrations you want to cancel and provide cancellation fee/refund detalls.

@ REVIEW: Please review the overall financial impact of your selected cancellations on the accounting metrics. Ally McBeal (allymcbeal@yopmail.com)

(1) DETAIL IMPACT REVIEW: Here is specifically what will happen as a result of this cancellation.

) Ay meeal

‘What will happen when this registration is cancelled?
+ Event Registration will be cancelled
+ Event Participants list will be updated.
+ Acredit note of $200.00 will be generated.
+ A$50.00 cancellation fee invoice will be generated

+ The Credit note generated would be used to offset the unpaid invoice

(%) NOTIFICATIONS: Please review who all will be notified as a result of these cancellations.

STEP 14

You can select who you'd like to receive the cancellation notifications.

@ NOTIFICATIONS: Please review who all will be notified as ari

Who will be notified?

(¥ Registrant whose registration is getting cancelled: Ally McBeal (a
Admin cancelling the registration: Crescerance Admin | @ Previe
(¥ Billing Contacts: Mike Katz (johnlockecxsba@yopmail.com) | @
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STEP 15
Click on Finish

1D: EV-R-014175)

EV-R-014175 Inv 10000020
Event: 2 day avent $300.00
Event Type: Conference

Registered By: ) Crescerance Admin

Event Schedule: Day1-Sun,Oct1,2023 | Day 2 Mon Oct2,2023

@ SELECT: Select registrant(s) whose registrations you want to cancel and provide cancellation fee/refund details.

@ REVIEW: Please review the overall financial impact of your selected cancellations on the accounting metrics. Ally McBeal (allymcbeal@yopmail.com)

@ DETAIL IMPACT REVIEW: Here i i what will h: result of this

(%) NOTIFICATIONS: Please review who all will be notified as a result of these cancellations.

Whe will be notified?

@ Registrant whose registration is getting cancelled: Ally McBeal il.com) | € Pr

g Admi Admin | © Preview Notification Email

3 Mike Katz ) | @ Preview Notification Email

STEP 16

Click on Cancel Registration

Cancel Cancel Registration
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STEP 17

Click on Yes, Cancel Registration

Registration Cancellation

for 1 regi will be
Are you sure you want to continue?

No, Don't Cancel Yes, Cancel Registration |

STEP 18
Click on Okay

Registration Cancelled

Registrants Cancellation Fee Invoice Credit Note Refund Details

Ally McBeal 0 Inv 10000022 Cn 10000005
allymcbeal @yopmail.com $50.00 = $200.00

Credit Note Cn 10000005 generated to offset the invoice line item cannot be used to apply against invoices. The buyer
needs to pay the cancellation fee invoice generated
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STEP 19

Confirmation window pops up with cancellation details

STEP 20

-
Registration Cancelled

Registrants Cancellation Fee Invoice Credit Note Refund Details.

) PiyMeses Inv 10000022 (@) " 10v000os
allymcbeal@yopmail com $50.00 $200.00

redit Note Cn 10000005 generated to offset the invoice line item cannot be used to apply against invoices. The buyer
eeds 1o pay the cancellation fee invoice generated.

Registration status is now cancelled and registrant is removed from the

event list.

# Home /(] Myhrea /[ AllRegisirations / § Event Registration Detal

EV-R-014175

Event: 2 day event

Event Type: Conference

Registered By: () Crescerance Admi

Event Schedule:  Day i: $un, Oct 1, 2023

Registrant List

n

Day Z: Mon, Oct 2, 2023

) crescerance admin -

Inv 10000020 @ x

= s300.00 [ Unpaid |

Search Registrant

Ally McBeal
allymebeal @yopmail.com

Q

Registration ID Current Department Current Position Registration Status

EV-R-014175 Executive Staff Events Coordinator Registration Cancelled

Registrant Details

& Engagifii

Not registered for Classes, Event Sessions, or Bundles.

v
Action
v
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