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STEP 1

Click on Settings and Configuration

$ Revenue > Use the links on the left to:

« Browse our list of upcoming Events and Classe
Legislation > « Update your profile by clicking your name in thi

« Take a look at the legislative issues we're track
& Events >

= Accreditation >

£  Settings and Configuration >

STEP 2
Click on System Settings and then Roles

$  Revenue >

4% Communications

[ £¥ System Settings v ]

88 Manage Types

&Lt Manage Fields

25 Roles

o Workflows >

& Workspace Settings
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STEP 3

Click on the role you wish to manage

o Roles BFLLELEH

Configuration ~

Role Name Scope
tation >

Member All Module

>

. [Board Sec ] All Module
tion
1ships > Staff User All Module
e >

View Only All Module
Inications

Global Administrator All Module
Settings v

STEP 4

Click on Permissions

Board Sec
&

@ All Module €] System created role

> .
General Permissions Users
Permissions
Description:
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STEP 5

Scroll to the right and click on Revenue

Legislation Library Relationships Revenue

] AddAward

STEP 6
Click on Edit
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STEP 7

Click on Pay Later to deselect this option if you want this role to only have
the option for credit card payments.

STEP 8

5 to select Bill Me on the payment
s that the logged in user will be
egistration transaction. This will
1t for members registering for
arence Workshops, and awards.

5 to select the “Pay Now” option on
e. This means that the logged in
pay for the registration using their
king this option and not checking
ption will remove the “Pay Later”
»ayment page. Checking both the
e both the “Pay Now” and the “Pay
) the payment page.

Activity

tv for a Cradit Mamn

This allows users to select Bill My Organization on
the payment page. This means that the organization
of the logged in user will be invoiced for the
registration transaction. This will mostly be relevant
for clerks/MoLs registering others for events, Pre-
Conference Workshops, and awards.

& Pay Later

This allows users to select the “Pay Later” option on
the payment page. This means that the logged in
user can choose to not pay for the registration at the
time of registration. An invoice for the registration
will be generated and emailed to billing contact to be
paid later. Checking this option and not checking the
“Pay Now” option will remove the “Pay Now” option
from the payment page. Checking both the options
will enable both the “Pay Now” and the “Pay Later”

options on the payment page.

® View Refund Activity

Shnwe the Artivitv for a Refiind

Make sure Pay Now is selected to ensure users will only have the ability to pay
with credit card.
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Refund a Credit Note

Configuration -~ # Bill Me

This allows users to select Bill Me on the payment
page. This means that the logged in user will be

tation >
invoiced for the registration transaction. This will
mostly be relevant for members registering for

> events, Pre-Conference Workshops, and awards.
on & Pay Now
. This allows users to select the “Pay Now” option on

iships ? the payment page. This means that the logged in
user will have to pay for the registration using their

2 > credit card. Checking this option and not checking
the “Pay Later” option will remove the “Pay Later”

nications option from the payment page. Checking both the
options will enable both the “Pay Now" and the “Pay

Settings v Later” options on the payment page.

e Types

e Fields o Activities

@ View Credit Memo Activity

Shows the Activitv for a Credit Memo

Refund a Payi

# Bill my Organiza’
This allows us
the payment ¢
of the logged
registration tr.
for clerks/Mo
Conference W

O Pay Later
This allows us
the payment f
user can choc
time of registi
will be genera
paid later. Che
“Pay Now” op
from the payn
will enable bo
options on the

& View Refund Act
Shows the Ac

5o0f 7



STEP 9

Click on Save

O Own Object

select Bill Me on the payment
at the logged in user will be
itration transaction. This will
r members registering for

ce Workshops, and awards.

select the “Pay Now” option on
his means that the logged in
for the registration using their
] this option and not checking
n will remove the “Pay Later”
nent page. Checking both the
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Refund a Payment

& Bill my Organization

This allows users to select Bill My Organization on
the payment page. This means that the organization
of the logged in user will be invoiced for the
registration transaction. This will mostly be relevant
for clerks/MoLs registering others for events, Pre-
Conference Workshops, and awards.

O Pay Later

This allows users to select the "Pay Later” option on
the payment page. This means that the logged in
user can choose to not pay for the registration at the
time of registration. An invoice for the registration
will be generated and emailed to billing contact to be
paid later. Checking this option and not checking the
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