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STEP 1

Click on Revenue

S
e, MyArea >
=2 Relationships >
Please take a look at our upcoming Events and Prof
£% Communication >
you!
@ Library >
The XSBA Team
$ Revenue >
/2 Legislation >
4 Events >
[ Accreditation >

%% Settings and Configuration >

STEP 2

Click on Transactions

== Relationships >
Please take a look at our upcoming Events and Prol
£% Communication >
you!
& Library >
The XSBA Team
$ Revenue %
& Transactions
E Reports
/. Legislation >
4 Events >
B Accreditation >
AP Catbinmn A A P anfimieabian
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https://xsba.engagifii.com/

STEP 3

Search for your unpaid invoice and then click on Record Payment
Page [1/1] of 6 Records

+ Status Payment = Invoice: Paid in

p Unpaid Due

Record Payment

p Unpaid Due Record Payment

STEP 4

Enter a Payment Date and Time

- - * $ Pmt | 10000028
fy Area ’ Customer™: s XSBA

lelationships >
I ’ General Activity Associated Items

I
ibrary >

Payment Date and Time* Pay
b v
evenue [ Nov 13,2023 ] 11:23 AM fo) F
D Transactions Amount Paid* Pay
= $0.00 g
2 Reports

% Invoice Number + Description

egislation >
vents 5 + 0l (©) Inv 10000088 invoice #Inv 10000088
\ccreditation >
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STEP 5

Enter a Payment Reference Number if applicable

Payment Reference Number

23 AM (0] [ Payment Reference Number ]

Payment Method*

Select v
on + Due Date % Invoice Amount % Outstanding Amount % Apply Amount*
v 10000088 Dec 07,2023 $100.00 $100.00 s 0

STEP 6

Enter the amount of the payment

rva - Pmt = 10000028
*
My A
v Area ’ Customer”™: Yo XSBA
Relationships >
Communication ’ General Activity Associated Iltems
Library >
Payment Date and Time* Payment Reference Number
Revenue v
u Nov 13,2023 s 11:23 AM (o] Payment Reference Number
@ Transactions Amount Paid* Payment Method*
$100 Select
E Reports
% Invoice Number = Description + Due Date = Invoice Amo
Legislation >
Events N + 0 Inv 10000088 invoice #Inv 10000088 Dec 07,2023  $100.00
Accreditation >
Search Invoice
Settings and Configuration >
Memo

4 > | Paragraph v AvRAv B I YU S x* %
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STEP7
Select the Payment Method

Payment Reference Number

11:29 AM (0] Payment Reference Number

Payment Method™

Select

Select Payment Method 'Date = Invoice Amount % Outstanding Amount

O Check
O Cash 7,023 $100.00 $100.00
O Credit Card

1000088

Total Amount Applied

STEP 8

Enter amount to apply to this invoice

ount % Outstanding Amount % Apply Amount™
$100.00 ¢| 100 8
S 0.00

Total Amount Applied: = $100.00
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STEP 9

If you set up a credit card processor with Engagifii, click proceed

= @ o= e X
xbo - * Pmt 10000028
. ! Cumemer® By XS04

£ Relationships : $0.00 $0.00
A Communicat X Credits Refunds
43 Communication $0.00 Used ()
$0.00 Unused
@ uibrary » @
§ Revenue v
General Activity Associated ltems w
@ Transactions
B Repors Payment Date and Time* Payment Reference Number
Nov 13,2023 = nzeam © | | Payment Reference Number
A Legistation > F— Payment Methad®
§ Events ) $100 Credit Card v
B Accreditation 4 < invaice Number = Deseription Select Payment Method iDate  SinwoiceAmoumt = Outstanding Amount S Apply Amount®
o Settings and Configuration > ) O Check
+ (©) v 10000088 invoice inv 100000ES O Cash 7,2023  $100.00 $100.00 s 100 ®
© Credit Card
Search Invaice § 000 ]

Tatal Amount Applied: | $100.00
Mema

4 c*  Pamgraph v AvB~v B I U § x* x

STEP 10

Enter credit card information

{83 Card Information and Pay

lease add card informatien below and click the Pay’ button to make payment.
ayment Ameunt: $100.00

Credit Card Detalls

Card Info

Card number MM/ YY CVC

cancel m.ﬂno.w
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STEP 11
Add any additional notes in the Memo field

s

g Reports % Invoice Number + Description % Due Date + Invoice Amount £
egislation > + [l 0 Inv 10000088 invoice #Inv 10000088 Dec 07,2023  $100.00 $1
vents >

Search Invoice

ccreditation >

ettings and C ation >

€5 ¢*>  Paragraph v AvRA~v B I U & x* x,
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STEP 12

Click on Save

@

< X
=
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