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STEP 1
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STEP 2
Click on Registrations
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STEP 3

Click on All Registrations
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STEP 4
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STEP 5

Click on three dots and then select Cancel Registration

0 Crescerance Admin v

P Inv 10000090 @ X

Q[Cancel Reqistration]

¥ Download

STEP 6

Select individual(s) to cancel

ion ID: EV-R-014966)

EV-R-014966 1nv 10000090
Event: Principal Leadership Summer Conference $300.00
Event Type: Summer Conference

Registered By: () Crescerance Admin

Event Sehodule: Day 1:Mon, Jun 10,2024 Day2: Tue,Jun 11,2024 | Doy 3 Wed Jun12.2024  Day-4: Thu, Jun 13, 2024

@ SELECT: Select regi whose regi ions you want to cancel and provide cancellation fee/refund details.

) Tora Banks Gancellation Fee: $0.00 | Refund Amount: $§0.00 >

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

@ DETAIL IMPACT REVIEW: Here is specifically what will happen as a result of this cancellation

(%) NOTIFICATIONS: Please review who all will be notified as a result of these cancellations.
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STEP 7

Click on Registration Cancellation Reason

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

(] 0 Tara Banks

Registration Cancellation Reason*

Select v

C
I lliness I
Manage Cancellation Reasons

STEP 8

To create a credit note, leave refund amount at $0.00 and click on Save and
Proceed

Original Registration Amount
$300.00

Cancellation Fee (Optional)

$0.00

’
What would you like to do the remaining registration amount?

Refund Amount

$0.00

Amount applied to new credit note automatically
LS3[)l10[)

Save and Proceed J

metrics. >
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STEP 9

Review Financial details and click on Proceed

C i ion for i i i ion ID: EV-R-014966)

EV-R-014966

Event: Principal Leadership Summer Conference
Event Type: Summer Canference

Registerad By: o Crescerance Admin

Event Schedule: Day1:Mon Jun 10,2024  Day? Tue,Jun 11,2024  Diy3 Wed,Jun 12,2024 Doy 4 Thu, Jun 13,2024

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

Inv 10000090
sx0000 (2D

>
() REVIEW: Please review the overall financial impact of your selected cancellations on the accounting metrics. Tara Banks (tarabanks @yopmail.com) |
Accounting Metrics Before Cancellations. Joa xsea Accounting Metrics After Cancellations Yool xs8A
Invoiced Involced
YTD: $600.00 All Time: $17,270.00 YTD: $600.00 All Time: $17,270.00
Payments Recieved Payments Recieved
YTD: §0.00 All Time: $4,040.00 YTD: $0.00 All Time: $4,040.00
‘Qutstanding Outstanding O
Invoices: $17,270.00 Invoices: $17,270.00
Payments: $4,040.00 Payments: $4,040.00
Credits: $0.00 Credits: $0.00
Refunds: $0.00 Refunds: $0.00
Balance Due: $1323000  Balance Due: $1323000
Previous Step
(3) DETAIL IMPACT REVIEW Here s specifically what will happen as a result of this cancellation. >
(%) NOTIFICATIONS: Please review who all will be notified as a result of these cancellations. >

STEP 10

Review cancellation impact and click on Proceed

ID: EV-R-014968)

EV-R-014966 inv 10000090
Event: Principal Leadership Summer Conference O s300.00 ([EEEED
Event Type: Summer Conference

Registered By: ecmmam Admin

Event Schedule: Day1:Mon, Jun 10,2024 Day2Tue, Jun 11,2024 Day 3:Wed, Jun 12,2024 Day 4 Thu, Jun 13,2024

@ 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. Tara Banks (tarabanks@yopmail.com)

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

) 7ora Banks

What will happen when this registration is eancelled?
- Event Registration will be cancelled
= Event Participants list will be updated.
+ Acredit note of §300.00 will be generated
+ The Credit note generated would be used to offset the unpaid invoice.

Previous Step

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

I Cancel Registration
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STEP 11

Review notifications and click on Finish

1D: EV-R-0149686)

EV-R-014966 inv 10000090
Event: Principal Leadership Summer Conference O $300.00 ([EEXED
Event Type: Summer Conference:

Registered By ecmmam Admin

Event Schedule: Dsy1:Mon, Jun 10,2024 Day2 Tue, Jun 11,2024 Day 3:Wed, Jun 12,2024 Day 4 Thu, Jun 13,2024

@ 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. Tara Banks (tarabanks@yopmail.com)

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

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

Whe will be notified?
& Registrant whose registration is getting cancelled: Tara Banks (1arabanks@yopmail.com} | @ Preview Netification Email
& Admin cancelling the registration: Crescerance Admin | @ Preview Notification Email

& Event Contact: Andy Administrator (jovisel383@revutap.com) | @ Preview Notification Email

@ Billing : Alex i 8 com) | @ Preview Notification Email

Previous Step

STEP 12

Click on Cancel Registration

Cancel Cancel Registration
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STEP 13

Click on Yes, Cancel Registration

Registration Cancellation

ion for 1 regi: will be led.
Are you sure you want to continu e?

No, Don't Cancel Yes, Cancel Registration ‘

STEP 14

Now you have created a credit note to be applied to another unpaid invoice

Registration Cancelled

Gancellation Fee Invoice Gredit Note
n Tara Banks _ (@) Cr 100wo00z
tarabanks@yopmail com $300.00

Credit Note Cn 10000002 generated to offset the invoice line item cannot be used to apply against invoices.
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