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Membership Billing Features in Detail
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1.1 Introduction

This chapter describes how to invoice and post orders for membership dues. This includes initiation
fees, recurring dues, renewals, and other charges. Membership Billing provides the option of
creating and sending electronic invoices by email or printing the invoices and sending by postal mail
or some other method. When payment is required at the time of membership application, an invoice
is automatically created by the system. The Membership Billing Feature tracks the periods that have
been invoiced and will not create new invoices for previously billed periods. It will however, allow
re-printing of previously printed invoices. See the chapter titled Membership Features in Detail for
additional information.

The Membership Billing feature benefits include:

= Automated creation of invoices for selected period.

= Ability to create Electronic invoices and email them directly to customers.
= Ability to create Printed invoices for postal mailing or sending by other means.
= User definable criteria for selecting customers to print invoices for.

= Ability to reprint invoices for prior periods.

= Automatically tracks last invoiced date.

= Automatically updates customer accounts and tracks receivables.

= Automated creation of GL Entries.

= Ability to reprint previously printed and posted invoices.

= Assignment to batches for future posting or printing.

= Detail and Summary Accounting Reports

Some of the components, fields and settings of the Statements feature, discussed in detail in this
chapter, are:

Create Membership Invoices Month e Approved
Create and Process Invoices Contact ID e Declined
option Last Name e Pending
Month and Year to Bill First Name e Not Completed
Prompt to Print Invoices Company ID )
Prompt to send Emailed Invoices Company Name Invoice Batch #

Include Previously Printed/ Invoice Date
Print Membership Invoices: . .

Financial Status Contact ID
Batch #

e All Last, First Name
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Company ID
Company Name

Include Previously Printed
Invoice?

Include Previously Posted
Invoices

Search Options:

Search
Clear

Print

Main Menu

Email Membership Invoices
Batch #

Month

Contact ID

Last Name

First Name

Company ID

Company Name

Include Previously Printed/

Financial Status

e All

e Approved

e Declined

e Pending

e Not Completed

Invoice Batch #
Invoice Date
Contact ID

Last, First Name

Membership Billing Features in Detail

Company ID
Company Name

Include Previously Printed
Invoice?

Include Previously Posted
Invoices

Search Options:

Search
Clear

Print

Main Menu

Print Membership Reports
Membership Renewal Report
Membership Record Report
Order Items Report

Page 3 of 15



1.2 The Visitor Experience

Customers can receive invoices for their membership dues either in printed or email form.

1.3 Components

1.3.1 Membership Billing:

This feature is used to select membership billing options.

Felain Msnu

= Create Membership Invoices — used to select memberships to be invoiced and to create the
invoices. Also includes options to print and email invoices.

= Print Membership Invoices — used to print membership invoices that have already been
created. Can be used to reprint previously printed or emailed invoices.

= Email Membership Invoices — used to email membership invoices that have already been
created. Can be used to resend previously emailed invoices.

= Print Membership Reports — used to access the Reports Selection to print Membership
Reports.

1.3.2 Create Membership Invoices:

This feature is used to create membership invoices.
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Create Membership Invoices

Invoices shall be assigned to Batch # 3

Membership Billing Features in Detail

Manth and Year to BHEI: [= =] [zm,g

Cladr Pt Clobi

Crsate & Process Imoices

= Batch # - automatically assigned by PortalProdigy. Can be used later to reprint invoices or
resend invoices by email. Can also be used to print reports.

= Month and Year to Bill — used to specify the period to create invoices for. PortalProdigy will
automatically create membership invoices for all prior periods up to and including the month and

year specified.

Create & Process Invoi L o
. reste S Tihcess oiees - used to initiate the invoicing process for the selected

memberships.

Other Options:
Clear Clears the search criteria.
Print Prints the website page to the user’s local printer.
Close Closes the page and returns to the Membership Billing
options page.
Membership Billing
Search Critoria
Bl Ty Invoice . Invoic: By Email Only
Pastal Mad Onéy
Mombership Type:  |Expen 3 Fea Typa: Initial ﬂ
Premier Membership for Employers :J Recwmnng ﬂ
nbervmi: D\E - = oY
iz mﬁfm | i

Deie Dafe: W;g &:’
Batch Number: |Sedect batch -
Contact [0 -.‘_ Last, First Mamae:

Company TD: -.‘ Company Nane:

Days to bill

from today:

—
—

Ssarch
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Membership Billing Features in Detail

Billing Type — defaults to Invoice. Select Re-Invoice to reprint invoices for previously billed
membership dues.

Invoice By — defaults to All. You may select to invoice by email or using printed invoice.

Membership Type — defaults to All. To select specific Membership Types to bill, depress
the control key and click on the Membership Type. Using the control key you can select
additional values. PORTALPRODIGY supports an unlimited number of Membership Types.
Membership Types are created using Membership Types Management.

Fee Type — defaults to All. To select specific Fee Types to bill, depress the control key and
click on the Fee Type. Using the control key you can select additional values. The other
values include:

o Initial

0 Recurring

0 Renewal

Interval — defaults to All. To select specific membership billing Intervals to bill, depress the
control key and click on the Interval type. Using the control key you can select additional
values. The other values include:
o Days
Monthly
Quarterly
Annual Calendar
Annual Fiscal

O o0O0oo

Days — If you selected Days as an Interval to bill, enter the Days type to bill in Days field.

Due Date range — used to specify the range of memberships to bill based on membership
due date.

Days to bill from today — used to specify a range of days from the current date to bill.
Batch Number — used to retrieve previously selected billings.

Contact ID — used to create a bill for a specific member.

Last & First Name — used to create a bill for a specific member.

Company ID - used to create a bill for a specific member.

Company Name — used to create a bill for a specific member.

] h . . L
=N click search to find all members that match your search criteria.

Found Memberships section:
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Membership Billing Features in Detail

Found Memberships

Contains the following columns:

= Select - used to check all Memberships to include in billing batch or for printing of invoices.
= Mship # — this is the Membership # which assigned by the system when the order is created.
=  Membership Type -

= Contact — the member’s name.

= Order Date - this is the date the order was created.

= Order Status - designates the processing status of the order.

= Company Name — when the order is for a company, the company’s name is listed; otherwise
itis left blank.

= |nvoice # — this is the same as the Order #.

Options:
Select/Unselect All Toggles between Selecting all Orders in Found
Orders grid and unselecting all Orders.
Assign to Batch Assigns all selected Orders to a Batch for Posting.
Print Invoices Prints all selected Orders.

Returns to Search for Orders page without taking
further action on Found Orders page.

Closes the page and display the site administration
menu.

Cancel

Main Menu

1.4 Feature Administration

Membership Billing is used to create invoices for membership dues. The Membership Billing
feature allows Permitted administrators to select who to bill and whether to print their bills or to send
as email.
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Membership Billing Features in Detail

Membership Billing provides a search page to match memberships to be billed based on input
criteria. The matching results can be individually selected or deselected for billing. The matches
can be assigned to a batch and saved for later billing and posting.

1.5 Tutorials

1.5.1 How to Create Membership Invoices
M_e[nbership @
=  From the Site Administration Menu click on the #""s browse icon to access the

Membership Billing options.

E
Ny By

r
Y

Idain Menu

= Click on the Create Membership Invoices # option.

Create Membership Invoices

Invoices shall be assigned to Batch # 3

Manth and Year to B =| |2|}q;
Craate & Process Imsices

Clear Prirt Closs

= Select the Month to invoice using the list box.

= The year defaults to the current year. Change if applicable.

. Create & Process Invoices
= Click on button.

[ confim print S SIS}

Frt Dreveces?

e Fioy
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Membership Billing Features in Detail

If you are prepared to print invoices, confirm by clicking Yes when prompted; otherwise you can
print the invoices at a later time using the Print Invoices option available on the Membership

Billing options page.

The invoices appear as shown below:

]. Saleshaker by Brolin - Web Page MHalog

Invaoice #52

Hﬂ-lln Corp.
17 Hammaond, Suite 406
Irvine, CA 92618

[

Framie: Brock Miler

Atin: Brock Mder

Adidenas 1 17 Harmmond, Scils 406
Aeldevas 3]

CRF. Inans CA_B2G18
Coumibry: LiZA

Pl 4. 565 B300 = 100
.

Ermadl: brmcigfrtroin et
Sininis: Cornplebed
Tarkims D 021172004

e e . s —— 1 |
gty  Paste Tam

Rl Devlere;

T

i B - Morthty Dues for st 5004

Alow Partlal Shipmeni: Yo il Toetak: 1000
Shipping Carriern Shipging Chnrges £0 00
Bhdgpang bietbod: Tax: 5000

Todal 510.00
Freviods Balnmoe: E2000 Paynenis 5000
Curraat Balamo -S40 00
Spocind Instruchioa:

x|
i ] i

Brock Miker

o
-

g

Hilrs Frrem —
Cantact I 34
Uit Price Extended Prics
31000 31000

hinprock; sletenaker fadmin.aep tun= 2 FAprmteyeshol= 22 1 B8k =52, 51

Sy Local ntranet A

You will be prompted with your Internet Browser’s Print Dialog box where you will need to

select a printer and select your print option.

version of the Windows operating system on your computer.

After the invoices are sent to your printer you will be prompted as shown below:

1 Confirm Pringt e Em

Pt &5 Prisged?

Yor |

The actual print options are dependent on the
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Membership Billing Features in Detail

= Verify that the invoices were printed correctly. If they were printed correctly confirm to post the
invoices by clicking Yes when prompted; otherwise you can reprint and post the invoices at a
later time using the Print Invoices option available on the Membership Billing options page.

|3 contim emat . HIEY

Saredl Emsll Ireoices?

Yol

= |f you are prepared to email invoices, confirm by clicking Yes when prompted; otherwise you
can email the invoices at a later time using the Email Invoices option available on the
Membership Billing options page.

= Each Membership invoiced is listed as shown below.

Found Memberships

Close
= Click button to return to the Membership Billing options page.

= You are finished.

1.5.2 How to Print Membership Invoices

Membership

=  From the Site Administration Menu click on the #""s * browse icon to access the
Membership Billing options page.

= Click on the Print Membership Invoices # option.

Page 10 of 15



Membership Billing Features in Detail

Print Membership Invoices

Batch Numibser [Setect Batch =L ~ Meakrithi: "_"l 2004

Contact I s Lost, First Hamea: | |
Comygramy 103 li A, Comguuny Mame: |

Dilling Methad: | Pring and Jad Imaices ;l

Incluca  Previoushy Printed & Nof Prirded ©

Sewch

Cloar Prnt Close

= The first step is to enter search criteria for the Membership Types you want to bill. To bill a
single member you may use the Contact and Company search fields.

= You may change the Billing Method option which defaults to “Print and Mail Invoices”.

= |f you are reprinting previously printed invoices, set the Include option to “Previously Printed”.

.. ) . ] 3 h
= When finished with criteria click the sare button.

= The invoices appear as shown below:
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} Saleshaker by Brofin - Web Page Halog

Invoice #52
Brolin Corp.

17 Hammaond, Suite 406
Irvine, CA 92618

LTI

Frame: Brochk Mier

it Brock Méer Brock Mier

Adidenas 1 17 Harmimored, Scals 406

Addenas 3]

b Inane A, BRG18 GA

Coumbry: Lisa LA

Pl B 505 G300 x 100 L

Fax:

Ermai: o igfdenln net

Stiliis Cormpleied sl Osdere; Sales Perao _—

Farrimrs D 06517172004 T Eantact 15 14

o . 5 — 1

Oty Paste M Uit Price Extended Price

i B - Worthty Dues lor August 2004 31000 31000

Allow Partlal Shlpmment: Yeg sailr- Todak 10 00
Shipiping Carrier; Shipping Charges £0 00
Shippang kefhod Tax: 50 00

Total §10.00
Frewies Balnnoe: 20 (0 Py &0 00
Current Balamon 540 00

Hpociad listreciloes:

i | il
Iiep:/fbrock) saleenaker fadmin.sptun= 223 TAprmt=yeshcl= 20 1 BAk = 52,51 & Local intranet 4

You will be prompted with your Internet Browser’s Print Dialog box where you will need to
select a printer and select your print option. The actual print options are dependent on the
version of the Windows operating system on your computer.

After the invoices are sent to your printer you will be prompted as shown below:

1 Canfirm Print . 7| )

If you are reprinting invoices that were previously posted, click No; otherwise, verify that the
invoices were printed correctly. If they were printed correctly confirm to post the invoices by
clicking Yes when prompted.

PORTALPRODIGY will find and display all memberships matching your search criteria, as
shown below.
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Found Memberships

Pagn § ol i Total matches: 17
Mgl = Marmbershig Types Contasct  Fee Type 0l Date 0l Amount  Oeder @  [nvobon @

5 Premier Membership for Employers Lincla Midler Cin0 12003 550000 8 a

5 Premier Membership for Employers Linda Wdler 106082003 S120.0d 8 ]

5 Presmer Membership for Employers Linda Mdler 10012003 $50.00 ] L]
& Presier Mernberahip for Erngloyess Lincla Mdler 11082003 §50.00 g 8

5 Presmuer Membersing lof Emgioyeds Lndds kidler 129012003 =50.00 a8 a

1 Premier Membership for Employers Lincly Kdler D104 2004 S120000 ] 1}

5 Premier Membership for Employers Lindp Ldler DD 3004 S50 .00 ) 2}

5 Prsmier Membership for Employids Lmda Mdler 2012004 550,00 g a

5 Premier Membership for Emgployers Lincly Mdlor a0 B 2004 550000 8 |

! Premier Membership for Employers Linda Miler 041012004 S50000 [:] a

| Premier Membership for Employers Brock Milier O 2004 5129000 T

5 Presmier Membership for Employes Lincm las O 2004 S120.00 B a8

5 Premier Memberstup lor Employess Lancli Rdliar OIS0 2004 £50 00 ] a8

i Premugr Membership for Employers Brock Wilker D501/ 2004 55000 T

13 IBCA Brock Miller 07012004 $10.00 28 28
13 IBCA Brock Miller GAAO12004 51000 28 2
13 IBCA Brock Miller O 172004 51000 52 52

Close

Close
= Click button to return to the Membership Billing options page.

= You are finished.

1.5.3 How to Email Membership Invoices

This process is very similar to printing Membership Invoices.

= Click on the Email Membership Invoices # option.

Email Membership Invoices

Batch Numbar: | Select 5&13 "\ Month: H Im—
Contpct 10: r_ -y_ Lost, First Mo | I
Company 10 I_ m Company Hame: |

Billing Method:  |Emai knvouces -]

Ichude: (" Prewigusly Emaded % Hot Emaded  Bolh

Semtch

Claat Pnm Clasa

= The first step is to enter search criteria for the Membership Types you want to bill. To bill a
single member you may use the Contact and Company search fields.

= You may change the Billing Method option which defaults to “Email Invoices”.
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Membership Billing Features in Detail

If you are resending previously emailed invoices, set the Include option to “Previously Emailed”.

.. ] . ] 3 h
= \When finished with criteria click the sare button.

= PortalProdigy automatically creates and sends the emails matching the specified criteria. The
invoice received by members appears as follows:

Brolin Corp.
“F' 17 Hammond, Suite 406
IFiine, CA 92618

‘e accept the following payment types by Mail:

American Express Cash
Check Master Card
Visa

Flease mail your check payable 1o

Brolin Corp.

17 Hammond, Suite 406

Irvine, CA 82818

Be sure to include your confirmation Br with your |

A

Address 1

= PORTALPRODIGY lists all memberships that it emailed an invoice to, as shown below.
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Found Memberships

Fage | of 1

Mty @
5

ks
mmw—hhhf.h—lf_hth&ﬁi.thLthth

Click

Mambership Type
Premier Membership for Employess
Premier Membership for Employers
Presmer Membership for Employers
Premier Mernberahip for Ermgloyers
Premier Membership for Emgloyers
Premmigr Membéarship for Employers
Prefnier Membership for Employers
Premier Membership for Emiployers
Premier Membership for Employers
Presmier Memnbership for Emgployers
Presnier Membership for Employers:
Premier Membership for Employers
Premier Membership for Emgployers
Preamier Mémbership for Employers

IBCA

IBCA
IBCA

You are finished.

Contnct
Linca Miler
Linda Wdler

Close

Faa Typa Dl Data
CON01 2003
10:01/2003
10012003
11082003
12012003
01042004
01012004
Q2042004
012004
C4n0d 2004
DAL 2004
04012004
O508/2004
05082004
0708004
DGR 2004
0BT 1/2004

Membership Billing Features in Detail

Total matches: 17

nill Amount  Order ®  Involco @

(- RN R

B
=1
EREwmo-~onssomnnnss

REE

button to return to the Membership Billing options page.

Page 15 of 15



	1.1 Introduction 
	1.2 The Visitor Experience 
	1.3 Components 
	1.3.1 Membership Billing: 
	1.3.2 Create Membership Invoices: 
	1.4 Feature Administration 
	1.5 Tutorials 
	1.5.1 How to Create Membership Invoices 
	1.5.2 How to Print Membership Invoices 
	1.5.3 How to Email Membership Invoices 

	 


