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Head to your Engagifii Workspace

5 Steps (4

STEP 1

Click on Revenue
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Welcome Crescerance Admin! &

Welcome to the Association! We're here to serve you.

Use the links on the left to:
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https://cxsba.engagifii.com/pages/home
https://cxsba.engagifii.com/

STEP 2

Click on Reports

STEP 3
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Click on Aged Trial Balance...
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# Home / § Revenue / [l Reports

@ Reports

Report Name

Wel to the A iation! 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 rigt
« Take a look at the legislative issues we're tracking, read

a

Page [1/1] |10 ~ | of 3 Rec

@ Aged Trial Balance
A financial report showing due invoice amounts, broken down by organization and 30 days periods.

Month-End Booked Revenue Report for Events
A financial report showing total revenue booked, broken down by month and event.

Open Credit Balance Report

A financial report showing open credit balances, broken down by organizations
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STEP 4

To expand for any organization, click on the Plus sign to the left to expand
the invoices within

STEP 5
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Search Buyer Name or Org. Name

+ ACCA

Howard Hughes
2 Organizations

In the expanded view, you'll see the list of invoices and the state that they

are in

I— Aged Trial Balance
E A financial report showing due invoice amounts, broken down by organization and 30 days periods

I+] @ Group by Buyers () ~

$ Outstanding

ASOF if

0Oct 06, 2023

Page[1/1] |10 v | of 5 Records < >

XY S,

¢ Open Credit

S h Buyer N org. N 2 01030 Days % 311060 Day + 611090 Days ¢ 90D:

- Amount & £ g L ke Balance (+
Total : $1,300.00 $350.00 $0.00 $150.00 $800.00 $0.00
0 ' ACCA §50.00 $50.00 $0.00 $0.00 $0.00 $0.00

% Date Search Invoices Qa Search ltems a # Outstanding Amount Status

Sep 13,2003 o Inv 10000018 e e Adm Oqurr,-\eMﬂq Conference $50.00 Unpaid
+ N 0 Association of Denver Property Owners $300.00 $300.00 $0.00 $0.00 $0.00 $0.00

]
+ [ s Denver VRBO/AIrBNE Association §50.00 $0.00 $0.00 $50.00 $0.00 $0.00
+ n ;‘%‘;’““’ "'{‘3":: $100.00 $0.00 $0.00 $100.00 $0.00 $0.00
Rod Nunez

+ n 0 et URBOAAIENE Association $800.00 $0.00 $0.00 $0.00 $800.00 $0.00
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< Exporting Your Report 6 Steps

STEP 6

Click on the Settings icon (wrench)

)ct 06, 2023 Page [1/1] of 5 Records < > v

¢ Open Credit
60 Days ¢ 61to 90 Days .
i y - Balance ’Nl/l

$0.00 $150.00 $800.00 $0.00

& Engagifii 5of 9



STEP 7
Click on Export

Oct 06, 2023 Page[1/1] [10 v | of 5 Records < > R XL v

1= Sort >

adit

#~ List Columns >
$0.00 $150. _ .00

$0.00 $0.00 $0.00 $0.00

[N [a) A Autatandlan Avaasunt A Coatiin

STEP 8

Choose the fields in the left hand section that you want in your export

Export Report Data
Report_Oct06-23(As Of Oct 06, 2023) Exportreportasof :  Oct 06,2023

& Select All Buyer Name Outstanding Amount 0 to 30 Days 31 to 60 Days 61 to 90 Days 9

& Buyer Name

[ Qutstanding Amount
& 01030 Days

& 311060 Days

& 611090 Days

(& 90 Days

& Open Credit Balance

Cancel x| Download File
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STEP 9
Click on Export Report Data...

Cancel [ xH Download File ]

STEP 10

To immediately go to your download, click the link in the pop up window that
says "My Area -> Downloads"

[Z Export Report Data

Your file is being prepared. When the file is ready, it will be ¢
[Mv Area —> Downloads ]n Engagifii.
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STEP 11

You'll see your report listed here

111

# Home /(o] MyArea / & My Downloads

" My Downloads
orites Is W~ Clear Downloads
The files will be automatically deleted in 7 days

wnloads
Search Downloads Q Requested
sts >
() (@ ReportOcto6-23(As Of Oct 06, 2023) Octa6, 242
-ations at12:52 PM

ssage Center >

nsactions
Js >
ition >
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