Virginia School Boards Association
Leadership - Advocacy - Support

VSBA DATABASE:
How To Access or Find
An Invoice
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w,gimsm,,m,v,,aﬁﬁﬁm 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.
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% VSBA Once you have click on the “My Area” tab it will open to two sections, select the “My
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VS /A This is how the screen will appear. For this account, they do not have any transactions, but
virginia School Boaras Associaton W€ Will explain the different features below on where your transactions will live.
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=5 Relationships > A 4
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This section will show stars. If you This section will show This section will show you
would like to add an invoice to your if it is a payment or an the invoice’s buyer name

favorites you can click on the star to invoice. and the names will be

turn |t ye“ow and add |t to your If you have a lot of transactions and are ||Sted under thls SearCh ndf ar
. R . (Please note that our development team ndof I I 1
favorites. If you want to unfavorite it ’ bar. 1" This tsr? Ctt')oT wil sho&/v
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when it's due
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under your favorites.

This section will
show the date the
invoice was
p— created.

This section will show you
the buyer’s organization
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My transactions screen continued explanation: There is a scroll bar at the bottom of
VSBA your screen that you can move from side to side to display more options on your

Virginia School Boards Association transactions area.
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05 Myhrea SR o 55 Wrke 8 MyTranascions This section will show the status Th'sasfncéﬁnrxghzzoméhe Filter
of your invoice: Paid or Unpaid payr o
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This section will show if the invoice is paid or if you This section This section will
would like to pay now. On invoices that are unpaid will show which show the PO# if
you should have a blue button here on this column invoice a you designated
el that vylll allpw you to pay now by credit card. payment has ~on t_he
This section will show the been applied registration that
invoice date that it was to. This section ~ You would be
paid in full. will show  Paying by a PO
This section wil “t’;“’ created
show you which € invoice
event the
invoice is for.
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VSBA You can also look up an invoice through the “Events” tab.
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% VSBA After you have clicked on the “Events” tab, it will open to three sections.

Virginia School Boards Association

Leasership - Advocacy- St Please select the “All Events” tab.
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VSBA

virginia school Boards associztion 1 NS 1S how the screen should appear. Select the event you would like to access or find
Leadership-Advocacy-Swpot g jnvoice under by clicking on the event name.
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of 55 Records < > Td v

i Search Events Q| Status  Type Date/Time Location Classes Registrants Revenue Tags Register
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Registration Closed
o
Master FRIJUL 16,2021 - 08:00 AM - THU OCT 07, 2021 + 03:00 PM i) - + :
Board Registration begins.

at07/16/2021 09:00 AM

o
Conference TUE JUL 20, 2021 - 08:00 AM - 05:00 PM 0 0 = + [ Register

Conference TUE JUL 20, 2021 « 08:00 AM - 05:00 PM

& Event Speakers Mathews County Board Develo... Board TUE JUN 29,2021 - 09:00 AM - 03:00 PM 0

Development

H Rooms

Lynchburg City Master Board T...

>

2021 Conference on Educatio.

2021 Conference on Education

2021 July 28th Webinar: Physi.. Webinar WED JUL 28, 2021 - 12:00 PM - 01:00 PM
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2021 New School Board Mem Conference FRI JUL 30, 2021 + 08:00 AM - TUE JAN 25, 2022 « 05:00 PM

2021 New School Board Chair ... Conference FRI JUL 30, 2021 - 08:00 AM - TUE JAN 25, 2022 - 05:00 PM

o
* 2021 August 4th Webinar. Wh. Webinar WED AUG 04, 2021 + 12:00 PM - 01:00 PM G 5
0
* 2021 Fall Title IX Workshop Workshop TUE SEP 14, 2021 - 10:00 AM - 12:30 PM m = [E Register

2021 Legislative Advocacy Co.. Conference THU SEP 23, 2021 - 08:30 AM - 02:30 PM
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VSBA

Virginia School Boards Association

O e e hssocia - This is how the event’s page should look like. Select the “Participants” tab.
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General Sessions Speakers Event Materials Participants
& Event Speakers

# Rooms Event Schedule

Tuesday, July 20, 2021 at 08:00 AM to 05:00 PM
Venue: -

Event Details

Description

VSBA affiliate members are invited to attend and display information and/or promotional materials that highlight your company. The purpose of the trade show is to provide key decision-makers across the state a chance to interact and learn more
about your company.

Contacts
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VSBA

_— ~%  The participants section will show you the event’s invoice — with its number, amount, and if it’s paid
Virginia School Boards Association . . N
Leadership - Advocacy - st OF UNPaAid. See information below.
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This section will show
§ AlEvents the invoice number.
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