GrowthZone
Daily Billing
Activities




A
Agenda

* Finance Settings Review

« Overview of Billing Module

* Review Contact Transaction History
 Create Individual Invoices

* Accept Payments

* Process Credits & Refunds

* Manage Write-offs

* Manage Deposits

2.« GrowthZone



Finance Settings Review

The Finance General Settings are global settings that allow
you to set defaults and enable/disable automated processes

Daily Billing activities are impacted by the following settings:
* Invoice Templates
» Deletions Days
» Trade/External Payments
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Biling Module

Invoicing
33 Invoices Ready to Email
0 Invoices Ready to Print
9 Invoices Ready to Print and Email

Common Tasks

Create New Invoice

Enter Check Payment
Enter Cash Payment

Enter Credit Card Payment

Overview Pending Delivery Sales/Invoices Upcoming Billing Accounting Summary

Payments
$27,785.65 1 Undeposited Payments
$0.00 .
Accounts Receivable
$6,978.00 ;
46 Total Accounts Receivable
14 Accounts Receivable over 90 Days
Reports Setup

Chart of Accounts
Memberships/Products/Services
Add/Edit Invoice & Statements Templates

Accounts Receivable

Accounts Receivable (Detail)
Payment Gateway Monthly Statement
Payment Gateway Monthly Transfers
Payment Gateway Transactions
Integrated Processing Disputes

534.99
$41,665.07
$11,980.01
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Pending Delivery

View invoices that have NOT been sent yet

Invoices For Delivery

Invoice # Contact

61 Gaufrettes

55 Masiona's

56 Ashwin's

57 Jones Pet Shop
il Pets & More

50 Door Stop Vet

]

A Place for Dogs

5

Greg Masiona

Delivery Method

Emai

Emai

m

mal

m
=
=

Missing Info

Pending Delivery Sales/Invoices Upcoming Billing Credit Memos Accounting Summary

Template

Copy of Invoice.docx
Copy of Invoice.docx
Copy of Invoice.docx
Copy of Invoice.docx
Copy of Invoice.docx
Copy of Invoice.docx
Copy of Invoice.docx

Invoice.docx

© Email Invoices © Print Invoices

Total Amount
$1,200.00
$1,200.00
$1,200.00
$1,800.00
$500.00
$500.00
$250.00

$2,000.00

e
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Payments

View all payments received and create deposits

[earch... Show only... ¥ | | Customize Results..
Reference Number Payment Date
6543 2/16/2018
ch_AqKEruHEGadHwB 6/14/2017

Pending Delivery Payments Sales/Invoices Upcoming Billing Accounting Summary

Contact

A Place for Dogs

Kathryn Faucher

Amount Actions
$510.65 2 =
$34.90 2 =

Gmwchone
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Sales/Invoices

View all invoices generated included paid, open, past due...
Can be used to resend past due invoices

Pending Delivery Sales/Invoices Upcoming Billing Credit Memos Accounting Summary
Search. Past Due Invoices v Customize Results.. Show past due invoices 3 | [Clear All]

Type Date Ref # Customer Description Aging Balance Total Actions
Invoice 4/10/2018 59 Gaufrettes Platinum Membership Fee 2 $1,250.00 $1,250.00 Actions -
Invoice 4/10/2018 60 Gaufrettes Membership Setup 23 $50.00 $50.00 Actions ~
; - John Jones - ND Veterinary Chapter Weekly : : ;
Invoice A4/4/2018 58 Jones Pet Shop Breakfast Meeting - Event egls%ratlon 29 $100.00 $100.00 Actions -

¢ Gmwchone
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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

B h Show only. ¥ | | Customize Results
Customer Next Bill Date Bill Contact Description Frequency Bundled Amount Payment Profile
Monets Landscaping 2/2/2018 Renewal Membership Annually No $2,000.00
John Jones 1/1/2020 Default Membership Annually No $1,200.00
Greg Masiona 1/19/2020 Greg Masiona Annually No $1,000.00
Greg Masiona 1/19/2020 Greg Masiona National Membership Annually No $1,000.00
Door Stop Vet 1/23/2020 ND Vet Assoc Member Dues Annually No $500.00
Pets & More 2/14/2020 ND Ve Member Dues Annually No $500.00
Ashwin's 4/2/2020 Default Membership Annually No $1,200.00
Masiona's 4/2/2020 Default Membership Annually No $1,200.00
Jones Pet Shop 4/2/2020 Platinum Membership Fee Annually No $1,800.00
Gaufrettes 4/10/2020 Greg Larson Default Membership Annually No $1,200.00
Tulips 4/24/2020 Cheri Petterson Default Membership Annually No $1,200.00

GrowthZone
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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
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Credit Memos

View credits created and balance. Create a new credit.

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

Credit Memo Collection

Contact

The Malt Shop
Nelson's Accounting
Tulips

MicroNet

Daffy Duck

Reference Number Issue Date Amount Remaining Balance
620 4/28/2017 $0.00 $0.00
761 7/6/2017 $0.00 50.00
1239 7/27/2017 $0.00 $0.00
1512 10/19/2017 50.00 50.00
613 4/14/2017 $25.00 $0.00
614 4/17/2017 $25.00 $50.00
6821 1/11/2018 $25.00 50.00

© New Credit
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Contact Transaction History

All transactions for an individual contact can be viewed on

the Contact's billing tab

KB: View an Individual Contact's Transaction History

Billing History

Reference Number

ch_OHtek90aiKbG3VYIOVkdY8w;j

$950.00

$20.00

$50.00

$900.00

Over Payment
Logo Hat

Gale Alan - Ye Old BBQ - Event
Registration

Default Membership

Transaction Date

12/1/2020

2/17/2027

4/30/2020

4/30/2020

Amount

$950.00

$20.00

$50.00

$900.00

Balance

-$950.00

$20.00

$50.00

$900.00

%¢ GirowthZone



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

Create Invoices

Most invoices will be -
automatically created, for e e — e

example if you allow invoicing
for event registrations. | . .

Invoices may be created from e
the Billing module, or from a e e
member’s Billing tab

KB: Create Invoices

rrrrrrrrrrrrr

aaaaaaaaaaaaaaaa

Description Qty Price Tax Shipping Disc  Total

Advanced Options | Cancel
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https://helpdesk.growthzone.com/kb/article/153-create-a-single-invoice/

Deliver Invoices

Invoices that you create manually, created from event
registrations, etc. will be placed on the pending delivery tab

On a regular basis, you will want to review the pending

delivery tab and send out the invoices as appropriate

KB: Deliver Invoices

Invoices For Delivery

Invoice #
aaaaaaaaaa

Jones Pet Shop

B =T = T = R~ -

Greg Masiona

Pending Delivery Sales/Invoices

Delivery Method

m @ ™ m ™ m |m
= 3 = 3 = 3 =
& 2 | 2 | 2 |

Missing Info

Copy of Invoice.docx

Copy of Invoice.docx

Invoice.docx

ooooooooooo

SSSSSS
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https://helpdesk.growthzone.com/kb/article/155-deliver-invoices-pending-delivery/

Accept Payments

- Payments can be processed in -
the Billing module on the
payments tab, or from an —
individual's contact history

« KB: Accept Payments e |

Address Line 2

CCCCCCCCCCCCCCCCCCCCC
56441 S

aaaaaaaaaaaaaaaaaa
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https://helpdesk.growthzone.com/kb/article/1860-accept-payments/

Un-apply a Payment

* At times, members or staff may make payments to the
wrong invoice. Being able to unapply a payment allows you
to apply the payment to a different invoice instead.

« KB: Un-apply a Payment

Billing History

nvoice

v | | Customize Results...

Detail

$2,229.00 Over Payment

+
S.54‘DD Apparel

Transac tion

Dat ~ Amount
1/13/2022 $2,229.00
1/13/2022 $2,229.00
11/30/2021 $3,229.00
11/4/2021 $2,229.00

Balance Actions
Actions~
-$2,229.00 Actions~
"""" Actions
$2,220.00  Actions~

%¢ GirowthZone



https://helpdesk.growthzone.com/kb/article/1399-unapply-a-payment/

N $ 0
Un-apply a Payment

* Once unapplied the payment is only available to be applied
to other invoices belonging to the same contact

« Un-apply is not an available option if the payment was
made through a Bill Highway or NAR Ecommerce payment

gateway

« Payments may be unapplied if they have been deposited
already

%¢GrowthZone



Apply an Overpayment

Over-payments may occur because an invoice was not
selected when an payment was entered, the payment was
entered in error, or simply because a member has sent you
additional funds towards future purchases.

KB: Apply an Overpayment

Billing History
Showonly.. | | Customize Resu Its
Type ,’ ﬁzmﬁcce L e Am Balance =+ Actions
Payment - Check ‘ 2022 §222000  $0.00 | Actions~
(Unapplied) o
ayment- Check 76544 $ Paym 113/ $2 $ 0 Actions~
heck (Voided 5 Actions—
||||||| o | $ $ i
8 PP 14/ 229.00 | Actions~
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https://helpdesk.growthzone.com/kb/article/1401-apply-an-over-payment/

Issue a Credit Memo

* Over-payments may
OCcCuUr because an invoice
was not selected when an
payment was entered, the
payment was entered In
error, or simply because a
member has sent you
additional funds towards
future purchases.

« KB: Managing Credit
Memos

Add Credit

Issued To Contact
A Place for Dogs

Notes (Visible to Recipient

Items

Saleable Item

Credit Template
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https://helpdesk.growthzone.com/kb/article/2048-managing-credit-memos/
https://helpdesk.growthzone.com/kb/article/2048-managing-credit-memos/

Issue a Credit Memo against a specific invoice

 Write-offs are generally used when an invoice is considered
"bad debt". However, if a contact chooses not to pay
because they simply have changed their mind about the
"product” (i.e. membership, event registration, store item,
etc.) this may not be considered bad debt.

* In this case, you can create a credit against that particular
invoice

» KB: Create Credit Memo against Specific Invoice

%¢GrowthZone


https://helpdesk.growthzone.com/kb/article/2162-create-credit-towards-a-specific-invoice/

Create a Write-off

When needed, you may create a write-off on
the Billing module Invoices tab

KB: Create a Write Off

Edit Create Write Off (2 i ]

eeeeeeeeeeee

Purchase Details

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
E 7/10/2018 | 492  §100.00

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee

CCCCCC
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https://helpdesk.growthzone.com/kb/article/162-create-a-write-off/

Void an Invoice

Voiding an invoice cancels a particular payment or invoice.
Voiding an invoice will keep the invoice number and list it in

reports but changes the amounts to zero.
KB: Void an Invoice

Edit Invoice B €

Invoice Number Invoice Date Term Dus Date PO

330 47202 Due an Receipt ~ 47202
Customer c. Address E
v 8 v v
Internal
Balance
rrrrrrr

yyyyyyyyyyyy ,

P ]

Paymen ,‘ 0468368 53229
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https://helpdesk.growthzone.com/kb/article/159-void-an-invoice/

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

Edit Deposit Payments 70f33 > B B
Payment
Reference Num ber yment Date = Contact Type | Entere dBy | Amount
nderson’s Plum g Cash nakkala
snderson’s Plum g hec nakkala = $225.00
Jones Shoes ( nakkala
44444 dible nakkala
456464 an nakkala = $26.88
April Conway nakkala

%.¢ GrowthZone
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Questions?
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