
VSBA Database 
Invoice Explanation

www.vsba.org



www.vsba.org

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 “My Area” tab. 

Click Here
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Next Step: Once you have clicked on the “My Area” tab, you would need to click on 
”My Transactions” tab. 

Click Here
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This is how the screen will look once you select my transactions.
In order to look at an invoice, select the selected invoice number. 

Click Here
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This is how the invoice will appear once you click on it.

This green tab will alert you that it has been 
paid, if it is red that means it is unpaid.

This section is for accounting only and will 
show you any information on this invoice 

This section will show 
you the invoice’s billing 
information

This will let you know who requested the invoice

This will let you know who 
the customer of this invoice 
is.

Accounting Metrics lets 
you know the different 
balances that the invoice 
has. Beside it will let you 
know your current 
account balance.



www.vsba.org

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

The billing 
information box
provides an email, 
address, a phone 
number, and the 
personal contact 
information of the 
billing contact that 
received the invoice. 

The remittance 
information box
provides an email, 
address, a phone 
number, and the 
personal contact 
information of the 
organization the 
payment will need to 
be sent to. 
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This last section will 
show you the 
person’s name that 
is registered and the 
name of the event 
they want to 
participate in

If you keep scrolling down on the screen. You will see more information for the 
invoice. 
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In order to print this invoice, please select the printer icon. 
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In order to download this invoice, please select the icon with the arrow pointing down 
to the line.  


