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VSBA Database 
How To Add A Billing Contact 

in the Database
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First Step: Log into the Database, once you are logged in this is how the screen will 
appear. Please select on the relationships tab. 

Click Here
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Next Step: Once you click on the relationships tab it will open to the people tab. 

Click Here
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Next Step: After you click on the people tab, you will need to click on the members tab. 
As this will be where you can see all of your members listed within the database.  

Click Here
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On the Members Tab this is where all of the members for your organization will appear. 
Please click on the persons profile that you would like to make the billing contact. 
Normally the clerk is the billing contact for the school division and you can have
multiple billing contacts. 

Click Here
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After you selected the person’s name, their record will pop up. Go to the three dots 
within the circle button and click there. 

Click Here
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Once you click on the button, select the “Mark as Key Contact” tab. 

Click Here
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A pop up will appear. Select the “billing” tab and select ok.

Click Here

Click Here
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A green pop-up will appear after it is saved, letting you know it has been done. 

Just like this
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