Virginia School Boards Association
Leadership - Advocacy - Support

VSBA Database
Invoice Explanation




N
VSE /A First Step: Log into the Database, once you are logged in this is how the screen will
virginia School Boards Assaciation - @ppear. Once you log in, please select on “My Area” tab.
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N
VSEBA  Next Step: Once you have clicked on the “My Area” tab, you would need to click on
Virginia School Boards Association ‘”My Transactions” tab.
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VSEA This is how the screen will look once you select my transactions.
virginia School Boards Association |y orcdler to look at an invoice, select the selected invoice number.
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0 TEST Clerk Profi... ~

# Home [o] MyArea @ My Transactions

o) MyArea v
* My Favorites )
o @ MyTransactmns & Add Transaction . Click Hel’e Page [1/2] of 20 Records < > RFEv
@ My Transactions J
Favorite % CreationDate % Date £ Type Sea $ BuyerType | Search Buyer Name Buyer's Organization % Balance Due 4 Amo
£ Relationships b
Events b : SBA V ia School Boards Associat
‘i’ o ¥ * Jun 22,2021 5u|e;;n.zoz1 Invoice e Inv 50749 Oxganization B Virginia School Boards Association $0.00 50
Ui 9
Buyer: Mmikaela Coffey
P Due On:
. I s
m] ) . ] * Jun 22,2021 Jul 22, 2021 Invoice O nv 50748 Organization $0.00 $0
Due On:
=] + * Jun 21,2021 J:r 21n2021 Invoice 0 Inv 50741 Organization . $0.00 50
. Buyer: Mikaela Coffey
. W4 Virginia School Boards Associa
] @ o+ * Jun 17,2021 3:|e13"ioz1 Involce 0 Inv 50731 Organization AWM Virginia School Baards Association $0.00 s0
' Buyer: pikaela Coffey
: B v School Boards A t
w] @) + * Jun 16,2021 5:]’1';"'2021 Invoice 0 Inv 50729 Organization S rginia Sehool Baards Association $0.00 $0
’ Buyer: Mikaela Coffey
Due On: i
&) + * Jun 14,2021 Jul 14,2021 Invoice 0 Inv 50722 Organization $0.00 $0
Due On: . .
Inv 50701 .|
m] + * Jun 8,2021 Jul 8,2021 Invoice 9 Organization $0.00 $0
0 C\J + * Jun 7,2021 g:le 702(:]2_[ Invoice O Inv 50686 Organization - $0.00 4
’ Buyer: Mikaela Coffey ¢
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% VSBA This is how the invoice will a

_— - ppear once you click on it.
Virginia School Boards Association
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L VSBA = 0 TEST Clerk Profi... v
' o # Home ' § Revenue ' [l Invoices
Co) MyArea >
. INVOICE# Inv 50749 B o X
This will let you know who <«— This green tab will alert you that it has been
the customer of this invoice Customer: {1 Virginia School Boards Association Requested By: () Mikacla Coffey paid, if it is red that means it is unpaid.
is.
Accounting Metrics (Current Account Balance: $0.00) ©& Th|S W|” |et yOU knOW WhO requested the invoice v
Accounting Me’;ncs lets $195.00 $195.00 $0.00 $0.00
you know the different = - e - il e
balances that the invoice $195.00 YD $195.00 YTD '
has. Beside it will let you
know your current
account balance.
f?_;oo — 39-00 This section is for accounting only and will
$0.00 Applied © ‘ show you any information on this invoice
$0.00 Unapplied &
This section will show
yOLI the |nV0|Ce,S b|”|ng = Billing Information ~
information
Email Phone
admin@vsba.com (434) 295-8722
Address
Virginia School Boards Association
200 Hansen Road, # 2
Charlottesville, VA 22911
United States

0 Engagifii, Admin
Position: VSBA Consultant
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N
VS A  If you keep scrolling down on the screen. You will see more information for the

Virginia School Boards Association i nvo i ce.

Leadership - Advocacy - Support ;a . y
A VA = INVOICE# Inv 50749
o] MyA >
A Customer: &. Virginia School Boards Association Requested By: 0 Mikaela Coffey Payment Term* Net 30
£ Relationships >
* Events N Billing Information N
Th b-”- Email Phone
e DI Ing admin@vsba.com (434) 295-8722
information box — T
prOVideS an email, Virginia School Boards Association
200 Hansen Road, # 2
address! a phone Charlottesville, VA 22911
number, and the United States
personal contact 0 Engagifi, Admin G
information of the Ensilinn: vssg Consuha;\
T epartment: Operations Department
bl”lng contact that Ph:ne:ﬂ (434[; 295-8722 ’
received the invoice. Emalk admingvebac
. > e Information £
The remittance
information box Email Phane
prOVIdeS an ema'l, admin@vsba.com (434) 295-8722
address, a phone Address
Virginia School Boards Association
number, and the 200 Hansen Road, # 2
Charlottesville, VA 22911
pefrsonatl Con:catf]t United States
Information o e
. . Engagifii, Admin
Organlzatloin the n Position: VSBA Consultant
payment will need to Department: Operations Department B
be sent to Phone: +1 (434) 295-8722 T o

Email: admin@vsba.org | —

www.vsba.org




N
VSBA If you keep scrolling down on the screen. You will see more information for the

Virginia School Boards Association ‘I nvoice.
Leadership - Advocacy - Support

VSBA =

@ ees X
——ae INVOICE# Inv 50749
PAID \. Virginia School Boards Association $0.00 PAID ON TUE, 22 JUN, 2021 at 7:46 AM
0o MyArea >
Customer: & Virginia School Boards Association Requested By: 0 Mikaela Coffey Payment Term® Net 30
ES8 Relationships L

Department: Operations Department
'i Events 3 Phone: +1 (434) 295-8722
Email: admin@vsba.org

This last section will

General  Associated ltems v
show you the .
person’s name that — 8 ==
is registered and the I‘:vmce Date and Time* . :v[’ateard r.m'E* <+
name of the event e e FGKNERR Tt <—
they want to #  + Wholsthisfor? 4 Name % Category 4 Description $SKU 4 Quantity  # UnitPrice % Subtotal
partiCipate in 1 Lurton B. Lyle 2021 Fall Superintendent Evaluation Workshop © Event 1 $0.00 $0.00

T T T T Subtotal

Total
Memo
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VSEA inorderto print this invoice, please select the printer icon.

Virginia School Boards Association

Leadership - Advocacy - Support a ) = 7w e X
movsRA = INVOICE# Inv 50749
PAID \ . Virginia School Boards Association $0.00 PAID ON TUE, 22 JUN, 2021 at 7:46 AM
s} MyArea 3
Customer: &, Virginia School Boards Association Requested By: 0 Mikaela Coffey Payment Term* Net 30
&2 Relationships >
Department: Operations Department
Phone: +1 (434) 295-8722
4§ Events > o k
Email: admin@vsba.org
General Associated ltems v
£ ]
Invoice Date and Time* Due Date and Time*
B Jun, 22, 2021 © 07:46 AM B Jui22,2021 © 7:46 AM
# % Who is this for? + Name % Category %+ Description %+ SKU %+ Quantity % Unit Price %+ Subtotal
1 Lurton B. Lyle 2021 Fall Superintendent Evaluation Workshop O Event 1 $0.00 $0.00
Subtotal: $0.00
Total : $0.00
Memo
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N\
VSBA In order to download this invoice, please select the icon with the arrow pointing down

Virginia School Boards Association to the Iine-

Leadership - Advocacy - Support a ) —
movsRA = INVOICE# Inv 50749
PAID \ . Virginia School Boards Association $0.00 PAID ON TUE, 22 JUN, 2021 at 7:46 AM
s} MyArea 3
Customer: &, Virginia School Boards Association Requested By: 0 Mikaela Coffey
&2 Relationships >
Department: Operations Department
f Buiits " Phone: +1 (434) 295-8722

Email: admin@vsba.org

General Associated ltems

Invoice Date and Time* Due Date and Time*

B Jun, 22, 2021 © 07:46 AM B Jui22,2021 © 7:46 AM
# % Who is this for? =+ Name + Category + Description
1 Lurton B. Lyle 2021 Fall Superintendent Evaluation Workshop Q) Event
Memo
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Payment Term* Net 30

= SKU

+ Quantity

1

= Unit Price

$0.00

Subtotal:

Total :

~

$0.00

+ Subtotal

$0.00

$0.00
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