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I. Log into your web site. 

   
II. Access Accounting – There might be 2 ways to access accounting, but the most common way is 

through the Balance link in the top navigation on the homepage 

 
III. Statement of Account 

A. Invoice Prefixes – Represent Accounting Categories established by Admin – Key shown at 
the bottom   
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B. Outstanding Invoices – Sorted by Account   

 
IV. How to Pay Invoices – Only invoices linked to online payment processing (i.e., PayPal or 

Newtek) may be paid here. If there is no payment box next to an invoice, cash or check 
payment is required. These are recorded by system admin or treasurer. 
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A. Box Where Amount Can Be Entered – Partial payment is accepted. Key in the amount of 
your desired payment. 

 
B. Small Check Box – Payment is required in full (determined by Admin). Select the box next to 

an invoice(s) you wish to pay. Or select Pay All.

	  
C. Authorize Payment – Click on payment link and follow the prompts to authorize payment. 
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V. Invoice & Payment Details – Select to see a history of all invoices, payments, and adjustments 
to your account.   

  
A. Separated Into Sections – Invoices, Adjustment, Payments 

  
B. Accounting Categories – Shown at the bottom. 

 
C. Invoices – Paid status shown in Paid? column.  (Status may include Yes, No, N/A, or ADJ) 
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D. Filtering Options – Fiscal Year and Others 

  

  
E. Print Option – Select the printer icon located under FILTERS. 

 

 

 

 

 

 

 

 

 

 

 




