
GrowthZone – Daily Billing Activities



Agenda

• Overview of Billing Module

• Review Contact Transaction History

• Create Individual Invoices

• Accept Payments

• Process Credits & Refunds

• Manage Write-offs

• Manage Deposits



Billing Module



Pending Delivery
• View invoices that have NOT been sent yet  



Payments
• View all purchases/paid invoices. 

• The refund icon will display for items if available to refund (no icon = already 
refunded) 

• Delete option may display when viewing reference number, IF not already 
deposited, IF permissions allow user to delete, IF deletion deadline has not 
past

• From this tab you can create deposits

https://helpdesk.growthzone.com/kb/article/1450-prepare-deposits/


Sales/Invoices

• View all invoices generated included paid, open, past due….

• Can be used to resend past due invoices

https://helpdesk.growthzone.com/kb/article/156-view-past-due-invoices/


Upcoming Billing

• Displays all the anticipated recurring fee items that are scheduled to 
be billed in a month 

• These may be monthly, quarterly or annual recurring items



Deposits

• View deposits already posted.  
Use deposit list to take with you 
to the bank for reconciling 
deposits with your teller

• Create Deposits on the 
Payments tab



Credit Memos

• View credits created and balance. Create a new credit. 

• Click credit, option to Void (creates a reverse transaction). 



Credit Memos

• View credits created and balance. Create a new credit. 

• Click credit, option to Void (creates a reverse transaction). 



Contact Transaction History

• All transactions for an individual contact can be viewed on the 
Contact’s billing tab

• WIKI: View an Individual Contact's Transaction History

https://helpdesk.growthzone.com/kb/article/227-view-an-individual-contact-s-transaction-history/


Create Invoices

• Most invoices will be 
automatically created, for 
example if you allow 
invoicing for event 
registrations.

• Invoices may be created 
from the Billing module, 
or from a member’s 
Billing tab
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https://helpdesk.growthzone.com/kb/article/153-create-a-single-invoice/


Accept Payments

• The Invoice tab will display all 
of your invoices, whether they 
have been paid or not. You can 
use this tab to analyze aging 
and make payments. The list 
may be filtered to just open 
invoices to make it easier to 
manage payments
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https://helpdesk.growthzone.com/kb/article/1860-accept-payments/


Credit Memos
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https://helpdesk.growthzone.com/kb/article/1433-add-a-credit-memo/


Create a Write-off

• When needed, you may create a write-off on 
the Billing module Invoices tab
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https://helpdesk.growthzone.com/kb/article/162-create-a-write-off/


Deposits

• You may view previous deposits, and the payments associated to 
those deposits on the Billing module Deposits tab

• To create a deposit, you will do this on the Payments tab
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https://helpdesk.growthzone.com/kb/article/1450-prepare-deposits/


Questions?


