Billing Training with Town and Country Frontenac Chamber:
First off, have them log in to the back office.
Usually have them go to section #6.17 to view the billing training videos.

We will go through that stuff, but want them to be aware that the videos are there so they can go back and reference them and make sure they have a good understanding of what is going on with the billing portion of things.

Back to the main menu.

Going to look at a couple areas of the billing system today:

1) Start with showing you that there is a billing screen for each member.  

2) Show several different ways to get to that screen.

a. Click on membership billing – brings up billing menu.  

i. Then search on the top left there (I.E. APEX).  You don’t have to have the full name.

ii. If there were more than one member with the word “apex” in their name it would bring up and option to click and view which member you want.

b. We are going to spend some time on this screen.

The chart at the top

Then the invoice like R=renewal.  Dates of the term, etc.

Then there is the payment line (might say credit).

Then you see the actions:  chg = change, void, inv=invoice, past-due = creates a past-due version of that invoice.

Click on the “inv” to see what an invoice looks like.


Click on the PDF output.


This will bring up an invoice


See their address, the person’s address, some verbiage, the middle part has what this invoice is for, and the bottom part is more like a payment stub if they wanted to mail it back.


See the past-due looks the same but just has some different verbiage.

Explain what the terms of membership means.

Show what the CHG feature will do


Transaction date and due date


Another CHG and this will change the renewal terms and the amount of that particular invoice.


If you change the expiration date, you are changing their terms of membership.  The expiration date is the date that is used to trigger the next invoice.
Now show the payment line and the functions for that.

Now go over the functions options


You can ONLY enter a payment if there is an invoice with an amount due.


You want to enter the payment twice and match them up to the correct invoice instead of over paying one invoice.  Otherwise you end up with strange reports.  If they have more than one invoice, match them.


You can enter a non-dues invoice

Go over needing their payment gateway set up, and there would be another line that says “process payment via gateway” if they do have that set up.

Another way to access:

1) Go to the member database

2) Click to edit the member

3) Click on the top left “this member’s billing info”

Another way:

1) Find the member in the member database

2) Click on the function wheel on the right and click on “billing”

Any Questions on the Billing Screen???

Back to Billing Menu:  Not enough time to show you everything
Next thing Sam is going to show them


Some reports, for example

1) Aging Report – view the different filtering options at the top and the status date at the top – showing only invoices up to today… but you can change that as well.  You can click on “details” to go straight to that member’s billing screen to view the details.  At the bottom of the screen, it will give you totals that are owed to you.  At the very bottom is the CSV version (almost all billing reports have this).  The other thing is the “aging history” – the system records a historical CSV aging report if you wanted to see what it looked like at a previous time.

2) Invoice report (by date), payment report (by date) – these reports allow you to look at a range of dates you want to look at, and then click submit to generate the report.  At the bottom you can do a CSV version as well.  These reports, if you are wanting to do your accounting and look at invoices or payments for a particular period, you can do that here.  Date sensitive reports.  (Renewals Menu also takes you back to your billing ment)
3) Now go down to where it says Member Lists and click on “dues by month summary” – that will give you the report of how many invoices you would have created each month.

4) Back to member lists – “dues by renewal month” – this report gives you the same information, but it will actually tell you who everybody is for each month.  Go down towards the bottom and you will see that you have some called “unknown month” – these are people that do not have invoices.  Some may be staff or trades or something… but you want to make sure that everyone in here is supposed to be and no one has fallen through the cracks.

What you are going to want to do since you are on a multi-track on invoices, you are going to want to create your invoices each month.  So, today being April 6th you could go as far forward as July 6th because you are set on 90 days in advance to create them.  But you want to do whatever period of time you want.  But make sure you set up and do this every month.

The way you do that is:

1) Click on “create invoice records by date”
2) Since this is the very first time we are doing this, let’s change that beginning date back to 1/1/2016  (go way back), and the end date for all of may, let’s change the end date to 5/31/2017. And hit Submit.

3) What this has done is telling you that there are 30 invoices that fall within that date range.  You can see the whole list.

4) Click the button “create renewal invoices” – that will give you a list of them created.

5) That’s all you have to do to actually create the renewal invoices.

6) The next step after you created the invoices is to print/email the invoices.  Click on “renewal invoices PDF”.  Typically you will put in the same date range that you had when you created the invoices.  This will create a big PDF file for you and you can print these invoices to mail them out.
a. Now if you wanted to email these invoices, you could do that as well.  Go back to billing menu and click “batch renewal email notifications” – and put in the same date ranges.

b. My experience is that most chambers mail their invoices, but you can do either one.

Go Back to the billing menu to see a couple other things:

1) Go to enter invoice records and payments

a. Click on “enter single invoice record”

i. This allows you to go in and look at one particular member and do a renewal for them one at a time.  

ii. This is also good to look at because you can see any “problems” that might be there.  You could also renew them right from this screen by clicking “renew”
2) In the batch printing area, you will see “invoice/receipt verbiage config” – click on that – and this is where you can modify the verbiage on invoices, etc.  The first section is all about emails.  But as you scroll down you get to the PDFs and you are limited to about 3-4 lines of verbiage.  You can also add lines.  This is where you can make those modifications.  All invoices have generic information already in place.

3) Also, click enter invoice records & payments and you will see “schedule recurring non-dues invoices” and “enter non-dues invoice record” – if you do a lot of non-dues, this is where you enter it.  You can also create a list to pick from a list.  You can schedule recurring non-dues invoices as well.

So everything we have been talking about has been related to members and related to dues and renewals (or non-dues) for a member.

You also have in your system an event reg system that tracks payments and invoices for your events.

Click on Event Registration

When you have events that people are paying for, etc. you will have a list for each individual event and look at the financials for each event.  But there is also “All event reporting” and that will allow you to look at these overall reports.  You can scroll down and see all of the different reports you can view for the event management.

That’s about it for the first go-around for the billing training.
Two most important things:

1) create your invoices every month

2) Record your payments in the system
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