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STEP 1

Click on Revenue

STEP 2
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Settings and Configuration

Click on Transactions

€ Engag

*

s&

a
$

Relationships
Communication
Library

Revenue

& Transactions
[E Reports
Legislation
Events

Accreditation

Welcome Crescerance Admin! &

Please take a look at our upcoming Events :
We're here working hard for you!

The XSBA Team

Please take a look at our upcoming Events :
We're here working hard for you!

The XSBA Team
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https://xsba.engagifii.com/

STEP 3

Click on Add Transaction

)0 $1,151.00

Credits
$1,150.00 Used ()
$1.00 Unused ®

Rei

ansactions (Last 180 days) &) Add Transaction -

Page [1/

Favorite < Type Search ID Search Buyer Na
. Leba
+ [2] * Invoice Inv 10000094 @ Crosc
A A .
STEP 4
Click on Add an Invoice
$1,150.00 Used (7)
$1.00 Unused @
1sactions (Last 180 days) RO ILELRIEHEETGT IS Pa
@ Add an Invoice]
Favorite < Type Search Bt

= Record a Payment

+ [ * Invoil Issue a Credit Note ppog4

@ Issue Refund >

+ [ * creditNote ([ EJJJ Cn 10000005
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STEP 5

Type in the Customer Name (who will this invoice be for?)

@& Home / & All Transactions Invoices

Inv | 10000095
w

Customer™|| Q. xsba Payn
People >
Billing Information *
@ Organizations >
Remittance Information Start typing to search People or
Organizations
STEP 6
Click on your selection for the Customer
Pay+ent Term*:  Net 30
le >
nizations > 1 Record

I XBQ IXSBA

search People or
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ent Term™:

Net 30
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STEP 7

Type in who requested this invoice

Hdome / & All Transactions / | Invoices

% Inv = 10000095

Customer™: { xiba‘ XSBA Paymmtherm*: Net 30

Requested By™: || Q. Admin

People >

Start typing to search for People

illing Information *

mail
fo@xamplesba.org

Adrace IMat tha anrrant addrace? Mhansn)

STEP 8

Click on the person who requested it

(3 Records) N 3 Records
CRESCERANCE ADMIN

arch for People admin@crescerance.com

ANDY ADMINISTRATOR

joviset383@revutap.com

0ALEX ADMINISTRATO...

alexadminxsba@yopma...
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STEP 9

Fill out the invoice as needed, for as many people as needed

s Invoice Date and Time* Purc
Nov 29, 2023 i) 15 |: 13 PM v
>
n > # < Whois this for? < Name s Cal
| Configuration > Andy

@ People >

Start typing to search for People

Memo

e T o Paragraph v

[>
<

STEP 10
Click on the arrow to the right of Create & Send

@ () X

v Create & Send
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STEP 11
Click on Create & Hold

@ () X

v Create & Send

[ Create & Hold

STEP 12

You'll know that the invoice is held if you see the yellow banner under the
Invoice Number at the top

INVOICE# Inv 10000095

Customer™: Joo XSBA Requested By*: ) Andy Administrator Payment Term™: Net 30

E.@

‘emittance Information

mail Phone
ifo@xamplesba.org (123) 654-7891
ddress

00 Galleria Parkway, Atlanta, GA, USA
ialleria Parkway
tlanta, Georgia 30339

Inited States
0 Alex Administrator-XSBA
Position: Board Secretary
Department:
Phone:

Email: alexadminxsba@yopmail.com

ieneral Activity Associated Items
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