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Head to your Engagifii Workspace

9 Steps (4

STEP 1

Click on Revenue
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Settings and Configuration

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

= Relationships >
£% Communication >
& Library >
$ Revenue .

& Transactions

E Reports

o
/. Legislation >
Wel to the A iation! We're here to serve you.
4 Events >
Use the links on the left to:
[E  Accreditation >

= Browse our list of upcoming Events and Classes
= Update your profile by clicking your name in the top rigt

% Settings and Configuration > - Take a look at the legislative issues we're tracking, read

STEP 3

Click on Month-End Booked Revenue Report for Events

# Home ' § Revenue [E Reports

’ @ Reports

! ? Report Name
> Aged Trial Balance
A financial report showing due invoice amounts, broken down by organization &
@ [Momh—End Booked Revenue Report for Evems]
A financial report showing total revenue booked, broken down by month and ev
ns

O Open Credit Balance Report
A financial report showing open credit balances, broken down by organizations.
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STEP 4
Click on Start Month

# Home /' $ Revenue / [B Reports / [ Month-End Booked Revenue Report for Events

= Month-End Booked Revenue Report for Events
A financial report showing total revenue booked, broken down by montt
every 15 minutes.

Month Range:

Start Month == )

Generate Report For: (@ Event Registrations [ Associated Classe

[ Associated Event Sessions

Q
o

STEP 5

Choose the month you'd like to see

2

w A financial report showing total revenue booked, |
every 15 minutes.

Month Range: | |start Month

" C4
January February March
o April May June
July August September
> Search Event
N October November December
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STEP 6
Click on End Month

iports IE Month-End Booked Revenue Report for Events

3ooked Revenue Report for Events
:port showing total revenue booked, broken down by month and event. Report is upd

jutes.

port For: @ Event Registrations & Associated Classes

e | Jan 2023

‘ed Event Sessions

STEP 7
Select the Month you'd like to end on

B e

sort showing total revenue booked, broken down by month and event. Report is
ites.

Jan 2023 End Month

ort For: @ Eve

:d Event Session:

January February March
April May June
July August September
Classes
October November December
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STEP 8
Click on Submit

d Revenue Report for Events

or Events
ue booked, broken down by month and event. Report is updated

strations (& Associated Classes

STEP 9

Below this will be the list of registrations and invoices associated with the
months you selected.

Montn Range:  Jan 2023 £ - | Feb2023 [z} w

Generate Report For: & Event Registrations & Associated Classes

@ Associated Event Sessions

s} 0 January 2023 - February 2023 X F v

Months Event Registrations Associated Classes Event Sessions Number of Invoices Invoice Revenue Numbe

Ae

No data found
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