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VSBA DATABASE:
How To Access or Find 

An Invoice
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First Step: Log into the Database, once you are logged in this is how the screen will 
appear. Once you log in, please select on the “My Area” tab. 

Click Here
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Once you have click on the “My Area” tab it will open to two sections, select the “My 
transactions” tab.

Click Here
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This is how the screen will appear. For this account, they do not have any transactions, but 
we will explain the different features below on where your transactions will live. 

This section will show stars. If you 
would like to add an invoice to your 
favorites you can click on the star to 

turn it yellow and add it to your 
favorites. If you want to unfavorite it 
just click the yellow star and it will 
turn gray again and not be listed 

under your favorites. 
This section will 

show the date the 
invoice was 

created. 

This section will show 
if it is a payment or an

invoice.

You can search up a specific invoice ID here 
and your invoice or payment numbers will be 

listed underneath here. 

This section will show you 
the invoice’s buyer name 

and the names will be 
listed under this search 

bar. 

This section will show you 
the buyer’s organization

This section will show 
you the balance and 

when it’s due

This section will show 
you the amount of the 

invoice. 
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My transactions screen continued explanation: There is a scroll bar at the bottom of 
your screen that you can move from side to side to display more options on your 
transactions area. 

This section will show if the invoice is paid or if you 
would like to pay now. On invoices that are unpaid 
you should have a blue button here on this column 

that will allow you to pay now by credit card. 

This section will show the 
invoice date that it was 

paid in full.

This section will 
show you which 

event the 
invoice is for.

This section 
will show which 

invoice a 
payment has 
been applied 

to. 

This section will show the 
payment method the 
invoice was paid with 

This section 
will show 

who created 
the invoice

This section will
show the PO# if 
you designated 

on the 
registration that 
you would be 

paying by a PO

This section will show the status 
of your invoice: Paid or Unpaid
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You can also look up an invoice through the “Events” tab. 

Click Here
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After you have clicked on the “Events” tab, it will open to three sections. 
Please select the “All Events” tab.

Click Here
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This is how the screen should appear. Select the event you would like to access or find 
an invoice under by clicking on the event name.
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This is how the event’s page should look like. Select the “Participants” tab.
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The participants section will show you the event’s invoice – with its number, amount, and if it’s paid 
or unpaid.  See information below.

This section will show 
the participants names’

This section will show when 
the registration was created 

(date and time)

This section will show 
the organization’s name

This section will show 
the invoice number.

To view an invoice you can 
click here on the blue invoice 

number. Which will take you to 
a new screen that will hold 

your invoices. 


