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How To Add A Billing Contact
in the Database
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Wil Sobool Boaris Assoseton First Step: Log into the Database, once you are logged in this is how the screen will
’ e appear. Please select on the relationships tab.
@.“_?Eﬁ = ) vesT Clerk profile ~
{23 My avea > Welcome TEST Clerk Profile!
B Relati < Click Here
4 Events
[ Accreditation >
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ety avocss o Next Step: Once you click on the relationships tab it will open to the people tab.

Leadership - Advocacy - Support

B | ) resTclenkprofile ~

&= vsea

o3 My Area > Welcome TEST Clerk Profile!

£5 Relationships .

% peope = Click Here

4 Events

@ Accreditation
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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.

Ay vsea ) TesT Clerk Profile +

=3 MyArea > Welcome TEST Clerk Profile!
E2 Relationships =,

i People -

& Al People

& membes +—————  Click Here

a4 Staff

4 Events

B Accreditation >
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N
% On the Members Tab this is where all of the members for your organization will appear.
VSBA Please click on the persons profile that you would like to make the billing contact.
i e ——— Normally the clerk is the billing contact for the school division and you can have
multiple billing contacts.
ﬁvsm\ = n TEST Clerk Profile ~
o # Home / B Relationships / @ Members
0o MyArea >
- Members £ My Display
E5 Relationships -
@ People - [} 0 MEMBERS 0 v & Add Member AS OF 21 Jun 202 Page [1/2] _E_V‘ of 17 Records ¢ » XY,
& All People
Favorites earch Membe Q Primary Member Organization Status Added Last Updated Tags
& Members
i * n Ball, Miranda 0 Augusta County Active 01/19/2021 01/19/2021
Son ric W. Augusta County Active 12/07/2020 04/28/2021 VSBA Dalil...
4 Events > * nbd[ a 0 ‘ \ ’ v -
Click Here ————— 0 Buehner, Marsha K 0 Augusta County Active 08/26/2020 02/08/2021 2015 Excel... ++
+ 0 Collins, Nicholas T. 0 Augusta County Active 08/26/2020 04/28/2021 VSBA Dail.
* 0 Cornell, Lora L “ u Virginia School Boards As... Active 02/24/2021
* 0 Fritz, David 0 Augusta County Active 01/19/2021 01/27/2021 News Media
w 0 Goforth, Tom T. 0 Augusta County Active 02/16/2021 04/28/2021 VSBA Dail...
* ! Kiracofe, Tina 0 Augusta County 01/19/2021 01/27/2021 VSBA Dail...
H R Type here to search (o) @ s87°F Sunny -
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Virginia Sohool Boaras association AT t€T you selected the person’s name, their record will pop up. Go to the three dots
Leadirship Advooaci: - Suppot within the circle button and click there.

@VSBA n TEST Clerk Profile ~

r? Myarea , # Home /g Relationships / @& Members / & Members Detail l Click Here
* Marsha K. Buehner # T - O X

M fettongs Y 0 PID:MBKM2675  Status: Isan Instructor: No  Roles: Board Clerk  Person Type: Member

& People v

- Albeone GENERAL DETAILS ”

& Members

Basic Information  Political ~ Associated tems  Library
W Staff —_—
& Edit

4 Events >

Email Address

Work Home

mbuehner@augusta.k12.va.us twe3boys@gmail.com

Phone

Work Cell

(540) 245-5114 (540) 292-9463

Home L ‘ -

(540) 292-9463
113 PM
021

AR Type here to search B,
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Once you click on the button, select the “Mark as Key Contact” tab.

B yson

o My Area

(]

E= Relationships

=

& People

4 All People
& Members

& Staff

4 Events

# Home @ Relationships

& Members

w Marsha K. Buehner ¢

PID:MBKM2675  Status:

GENERAL DETAILS

Basic Information

Email Address

Work

mbuehner@al

Phone

Work

(540) 245-511

Home

(540) 292-9463

Political

justa.ki2.va.us

Associated ltems

& Members Detail

Is an Instructor: No  Roles: Board Clerk

Library

Person Type: Member

Home

twe3boy

Cell

(540) 292-9463

n TEST Clerk Profile ~

e X X
£z Update Key Contact

@ Deactivate the Person

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

Update Key Contact of "Augusta County"

Select Contact type

O select All Clear All

award

viling «——— Click Here
legislator

organizer

sponsor

memberorglead

Cancel

L Type here to search
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vsea
o] MyArea

£ Relationships

& People

@ All People
& Members

W Staff

# Events

H £ Type here to search

Just like this —

# Home ' §@ Relationships ' & Members / & Members Detail

Marsha K. Buehner #

PID:MBKM2675  Status: Is an Instructor: No  Roles: Board Clerk Person Type: Member

GENERAL DETAILS

Basic Information Political ~ Associated items  Library

Email Address

Work y Home

mbuehner@augusta k12.va.us twe3boys@gmail.com

Phone

Work y Cell

(540) 245-5114 (540) 292-9463
Home

(540) 292-9463

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

/ Marsha Buehner is marked as key Contact

TICE
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