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Billing: Invoicing and Collections

Batch invoicing and collection reporting
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Create all of your renewal invoices in one |location

* |nvoices are created in a Batch format based on the assignment
of fees to members
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* Select appropriate
Billing Month

NOTE: Once the Billing
Month has been chosen,
verify that the batch is a
NEW BATCH before going
any further. If it does not
state ‘New Batch’, click
New Batch at the bottom
of the screen

Billing

Create Invoices

Billing Center

Invoices | Sales Receipts

Payments
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Statements

Default Class:

Batch Type: Monthly Renewals - 0 AR Account: Accounts Receivable -
Billing Month: February - Invoice Group: Default -
Bill To:| All Active members with amounts due in the month of Invoice Date: 12/29/2017

February 2018. ﬁ
Invoice Mumber: 30082
P.O. Number:
Date Due: 01/28/2018
lessage: Thankyou v Payment Terms: Net 30 A

-

Batch Name:

New Batch

Membership Dues for February 2018

is invoice batch has not yet been saved.

Find Batch é@

SortBy: MemberMName ~ —
Martch Found his invoice batch is marked as ready for delivery.
Batch Name: Membership Duge ST Find Batch A’®
Output Member Name Sort By: Member Name ~
Print w |50 State Security Senvice, Inc. g \
8| This saved batch excludes 3 members eIigi* for invoicing in this month. | hide
None w |Atlanta Group ] \
\ Invoices in Batch
D Output Member Hame \ Invoice ltems Status Tax Amount
- . " SA60.00 Membership Dues-2017 Ref# 10237
| Email  w |Jake's Taxidermy \ Reneveal Date: 1212016 MNon 750.00
| : o _ Last Ref# 30058
[]| Pt = |APIus Painting ssu%ﬂ Membership Dues 2018 oate: 1170017 | MO [=] =o0.00
N 5150.09 Membership Dues 2018 - Last Ref# 30082
[ | prnt = | ATaT D\Semi—Annual Biling Date: 112772017 | o7 [x] 15000
N . . $83.33 X158 Membership Dues - Last Ref# 10111
[]| Pt |Michelle's BBQ &ntw e Date: aerp17 | Nen [=]| =222
Set all output options to: - 0lInvoices Selected Subtotal: 0.00

YrintList || DownloadList |

Per Fee ftem [

|:| Exclude Voluntary Fees

I Save Batch ] I Deliver Invoices ] I New Batch __*_‘i I Delete Batch ]

Sales Tax

0.00

Total Amount: 0.00
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Billing

Statements

Billing Center Sales Recsipts

Create Invoices

* As with individual invoices, go through
and set the dates and messages e S N

Bill To: [ ANl Active members with amounts due in the month Inwoice Date: 12T
of February 2048.

* Verify all of the invoices listed in the L
Batch are ready to be created i T EEE
v uncheck any that should not be e e S—

Batch Mame: Membership Dues for Febreany 2018

Sort By: Member Mam w

Invoices in Batech

> S t t h O t t t . t t . I Output Member Name Invoice Items Status Tax Amount
e e u p u O p I O n ra n S a C I O n y Prit w |50 State Sscurity Service, Inc. | $10000 TEST R e | e =] 10000
$250.00 Mempersalp Dues L mare i
O O Q More  w | Atlanta Group $25.00 Capital Fund Valumary %?;i;fjh Fer Fee Itam El 27T5.00
transaction or tor all Invoices based on e
ichelie's BBO $93.34 2018 Memoersnip Duss - Lsst Ret# 10111
[ [[erex = | Michete's BBQ Mariily billing cex 2o | O [x] =
. $350.00 2017 Memoersnip Renswal A
wone  w | Michelle’s Company £0.00 Caphtal Fund Valumary %ﬁ:iﬁg Per Fes Item El 35D.00
Comtrinuon (roluntary) e

F350.00 2017 Membersnlp Renawal Lt Rt 10035
Prit w | Michelle’s Pets and More £0.00 Caphtal Fund Valumary ' 1,,_'15_\31__ Per Fes ltem EI 350.00

Dater 1252017
Contribution froluntary)

M "

e C(Click ‘Deliver Invoices’

e Last Ref# 10137 .

wore  w | TESTTEST $750.00 Memoersnip Duss i El TE0.00

Szt all output eptions to: - [ . 3 lIr'\.'al::a]-s[ Sedected . ] Subtotal: 1825.00

Sat 5l ssles tax options - Print List Download List Sales Tax 0.00
| PerFe2mEm -

to: Total Amount:  1825.00

Save Batch ] [ Deliver Invoir_es:—_*i Mew Batch ]
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Deliver Customer Invoices

At the Deliver Customer Invoices ;
screen, for Email delivery: D
v" Set the general email options e

Add link to bottom of email to pay bills online.

v If set up with CC Processing, choose -

\._ Embed invoice in the email body

to enable the online bill pay link, or Oremamron

n Ot Invoices To Be Emailed
Invoice # | Invoice Date | Amount Member Contact

]
. . . 30082 | 122817 | 3100.pp 0 S1Ste Securty Serviee. -,
v' Attach invoice as PDF or embed in
. 30084 1228017 $350.00 | Michelle’s Company [mot s=t]
email body :
0B 1252817 $750.00 | TESTTEST [mot set]

* When ready, click ‘Send Emails’
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At the Deliver Customer Invoices screen, for Ul

Deliver Customer Invoices

Print delivery: o

v If not printing mailing labels, place e
checkmark next to ‘Mark Invoices as )
Delivered after printing. This clears the [t o e[| e i
print queue. If printing mailing labels as R| | R ——y——— _
well, select that option at the time of R Bl s i
printing labels. —

v' OPTIONAL: record communication record -
to member account by selecting that
option.

v' Change invoice template, if needed ]

 When ready click ‘Print Invoices’

[ Preview Invoices ] [ Print Invoices 1- [ Close
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Collections

* Run reports to see past due invoices
 Resend multiple invoices easily
* Prepare collections letters based on aging range
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’O Find = + Add *  Michelle's Chamber / ID-1528

Suggested Reports

Billing
Members Billing Center | Invoices Sales Receipts Payments Credits Statements Reports.
ETEINE Billing Reports P
K - Communication
* Billing->Reports
receivables transactions

Adve g « Print/ Email Invoices

v" Accounts Receivable Aging
(Summary or Detail) | :
v Open Invoices . ==

SmartMobile

v" Collections Report e ...

Deposit Summary

Member Transaction Summary
Invoice Summary

News Rele: « Print/Email Credit Memos » Sales Receipt Summary
» Print/ Email Statements » Payment Summary
+ Accounts Receivable Aging Summary + Credit Memo Summary

« Accounts Receivable Aging Detail Writeoff Summary
Batch Summary

Statement Batch Summary

Setup « Sales By A Check Listing

L]
/ ‘ O | | e Ct I O n Lette rS Account + Sales By Account Representative Payment Processing Reports / Management
+ Sales By ltem Tools

Training

« Sales By Member

ePayment Fee Assignments
Support Help/

+ Payment/Receipt by Account ¢ Sales Tax Summary
g —
L f%¥in « Payment/ Receipt by ltem
Linked Accounts + Payment/Receipt by Member

« Scheduled ltem Sales By Month

« Membership Renewals executive

« Journal Entry Export - Accrual Basis
& Mbr Signups - 0

5 Hot Deals « Journal Entry Export - Cash Basis
1 MarketSpace [=ii=ne « Past Due Members / Mass Drop
3 News Releases) + Deleted Transactions

1 New Events

1 Job Postings « Motification Letters + Recognized Income by Invoice Date
1 Pub. Requests « Collection Letters « Recognized Income by Payment Date
& Reminders « Thank you Letters

& Mbr Payments
65 Invoices
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AIR Aging SLII'I'II‘I"IETY [ Select Another Report

filter options

Report Date: 12252017 Item Type: -

 Accounts Receivable Aging Summary
e Throae T i pentan w Accom T v Easily see total outstanding

Specific Batch: Choose a Batch (optionai) |:| Show Active/Courtesy members only.
|:| Include voluntary fee items in balance. |:| Don't include payments in balance. ba |a nces grou ped by agi ng for eaCh
[ Refrezh Report ] [ Print Report ] [ Print PDF ] [ Download Report ] [ Reset Options

customer and as a whole
el v' Interval and Report Through

Member Hame Current 1-30 31 -60 61 -90 91 -120 >120 Total

0.00 0.00 0.00 0.00 0.00] 100.00] 100.00 dictates hOW the C0|umns display

2nd attempt 0.00 0.00 0.00 0.00 0.00 225.00 225.00

EAHQEBCIMHTQ 7 *—_\\“‘ﬂ 0.00 U:IIIIII 0.00 0.00 -EDD.E.U -'EiIIIIII.IJIJ.J / UnCheCk the IShOW Active/courtesy
A o [T cone AN N s members only’ option to see ALL

Thomas J. Longman CP4, FE = 435.00 0.00 5.00 0.00""20.00

Tiki Hut 1005.00 0.00{ 100.00 0.00 0.00 0.00] 1105.00 a Ct |V|t
Tiny's Deli 5.00 0.00 0.00 5.00 0.00 20.00 30.00 y
Treece Financial Group, Inc. 805.00 43500 0.00 1005.00 -300.00 200.00( Z285.00

Tri-Vilage Realty 0.00 0.00 0.00 0.00 0.00 25,00 25,00

Unnamed Test 0.00 0.00 0.00 0.00 0.00{ 200.00( 200.00

‘a0 Animal Hospttal 500 485.00 0.00 5.00| -4980.00 0.00] -4485.00

Total | 3511.25| 2061 5.uu| T35EI.DEI| 10381.15 -1 3su.nu| 15175.55| 59006.26




AlIR Aglng Detail Select Another Report @memberzone
filter options €D chambermaster

Report Date: 12/25/2017 ltem Type: -
Interval: 30 days ltem Basis: - R . a
por Trouge 2 e e A necoun - * Accounts Receivable Aging Detail
Specific Batch: Choose a Batch foptional) |:| Show Active/Courtesy members onhy.
|:| Show invoices with only unpaid voluntary fee items. |:| Show line items in report.

|:| Include voluntary fee itemss in balance. |:| Dont show payments in report. / S h OWS ea C h O UtSta n d i n g
| RefreshReport | | PrintRepot | |  PrintPDF | | DownloadReport | | ResetOptions | t ra n S a Ct i O n g ro u p e d by a gi n g
AR Aging Detail Repor v' Interval and Report Through

December 29, 2017

A e — === dictates how the sections display
Current
l [}

Invoice 12M102017 22271 | Tiki Hut 12031207 0 R’;‘E:Er';';:: 1000.00 / U nCheCk the ShOW ACtlve/COU rtesy

Invaice 12082017 30075 | Jake's Taxide; sl o Accounts| g g Y/ c
IF S el el RN N members only’ option to see ALL
[“*w-mm‘”‘“”‘j‘\am‘—w“ﬁm \’_A_f\"ﬁ'\/\ P, e 1)1\. — « .

invoice | 12/20/2017| 30086 [TESTTEST uzaRMs| 0 | SOSUMS| 7500 aCt|V|ty

Total Current 3611.26

1-30

Invoice MAR0T 30004 | Technical Aid Convoy (TAC) 121R01T| 28 R’:g:;'::;z 12000.00

Invoice 1MBI2017 30015 |50 State Security Service, Inc. 121602017 13 R’:E:ﬁ';g’;: 125.00

Invoice 117162017 30016 |A & A Village Treasures 12162017 13 Accounts| . g4

'- l- ' » ' Receivable

“Mmﬁwkﬁmﬂﬁ

Total =120 18278.85
Accounts Receivable Total S59606.26

Total 35006.26
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v" Shows ALL outstanding 2L [EE0s (Soct vt g

filter options

transactions grouped by R— = :

Open Transactions: Show Invoices Only - Item Basis: -
C u Sto m e r |_| Include wvoluntary fee items in balance. Unpaid Voluntary ltems: -
|:| Show Active/Courtesy members only. Specific Batch: Choose a Batch (optional)

/ Open Tra nsactions Option a”OWS [Refr&shﬂepnrt] [ Print Report ] [ Print PDF ] [annlnaﬂRepnrt] [ Reset Options ]
for filtering by transaction type December 5, 017

/ UnCheCk the IShOW |N:§::E wsur:uﬁ Tmaz 5100.00 Golf Tournamen " — :r:arzc:? ?;:ﬂ TDM:?EEEE
Active/Courtesy members only’ o] o] o v
option to see ALL activity s secuiy Soriee,ine

INVOICE | 1/25/2017| 1017|3082 Parking Lot Rent 2/24/2017| 308 5.00

v' Additional filtering available by I e e e LR

30.83 Parking Lot Rent

2nd attempt

292017 323 225.00

Total 2nd attempt: 225.00

INWOICE 2082017 10078 P - 02017 204 5.00
ltem Type and Batch e
INWOICE 292017 10108)|5750.00 Annual Dinner Sponsorship 112017
L ] .
W 3 Pa n

v Resend option at the bottom of "D === e el
Open Invoice Balance £9249.25
re p O rt Open Credits and Unapplied Payments 0.00
Total Balance 69249 26

Report Generated 12/29/2017 at 11:20 AM Resend Invoices |




* Collections Report \

v

S

Shows PAST DUE outstanding
transactions grouped by
customer

Uncheck the ‘Show
Active/Courtesy members only’
option to see ALL activity

Filter to specific date ranges
Additional filtering available by
ltem Type and Batch

Resend option at the bottom of
report
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Collections Report

filter options

Report Date: 12282017 Sales Rep:

Transaction Date ltem Tvpe:

From: ype:

Through: Item Basis:
Specific Batch: Choose a Batch foptionsal) [] show Active/Courtesy

|:| Include voluntary fee items in balance.

|:| Include credits in report.

[ Select Another Report ]

members only.

[ Refresh Report ] [ Print Report ] [ Print PDF ] [ Download R&purt]

[ Reset Options

Collections Report
December 29, 2017

Type Date Ref # Description Due Date | Aging Balance

MVOICE | S/30/2017| 10182(5100.00 Gelf Tournamen t

61292017 183 100.00

2nd attempt Sales Rep: Billing Contact: f f Email: null Phone: null

5300.00 Membership
INWVOICE 21zmy 10104 525,00 Membership

2192017 323 225.00

Total 2nd attempt: 225.00

50 State Securjty Service, Inc. S5ales Rep: Billing Contact: John Wiliams Email: jghn@maili .
L,

Phone: (305) 899-2508

rrvw&f'l\“\_ﬂ_‘ r,.rp-uu—;ﬂr\\u

‘_.ru“
Open Invoice Balance 55438.00
Available Credit Balance n.00
Total Balance §5438.00

Report Generated 12232017 at 11:33 AM

Resend Invoices |
Ak;




* Collection Letters
v' Filter by Aging groups
v Customize Letter Templates for
each aging group
v' Filter by Item Type or Batch

SUGGESTION: Include link in templates
that will log members into their MIC so
they can view billing history and pay
bills.

Collection Letters

filter options
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Select Another Report

Report Date: 12/25/2017 I Letter Template: Reminder of Late Payment I

Aging: 1 w to 30 w days Qutput Option: Contact Preference -

q Show All members. Sales Rep: b

i . Specific Me rs item Type: -

(0 selected) Itemn Basis: -

add by Membership Type/
D Include voluntary fee items in
balance.
Specific Batch: Choose a Batch (optional
[ Refreshlisting | [ Create Lefters 1_ [ Reset Options
a
Invoices
Output Sales Rep Member Hame Status Aging Balance
Email - 50 State Security Service, Inc. Active 2-13 575.00
Email hd AL A Vilage Treasures Active 13 125.00
Frint - A Plus Painting Active 2-13 625.00
Email - Ackley Marketing Group. Inc. Active 2-13 §10.00
Email - Adams Weterinary Clinic Active 13 125.00
Email - Archdiocese of Miami Active 2-13 §10.00
Email - ATSET Active 2-13 995.00
Email - Law Offices of David W. Batchelder, P.A. Active 2-13 §10.00
Email - Wiami Sheres Community Church Active 2 485.00
Email - Miami Theater Center (The PlayGround Theatre) Active 2 485.00
Email - Primal Fit Active 2 435.00
Print - Schloep’s Schlophouse Active 2 485.00
Email - Technical Aid Convoy (TAC) Active 2-28| 12485.00
Frint - test Active 2 435.00
Email - Thomas J. Longman CPA, PA Active 2 485.00
Email - Treece Financial Group, Inc. Active 2 485.00
Email - vao Animal Hospital Active 2 485.00
PrintListng | [  PrntPOF | | Downioad Listing |




