New Feature Update — Adding line items to existing orders / invoices

Users will now be able to add products to existing orders. This is available for club registration fees only
and does not apply to Tournaments or Events.

Steps to add product to existing order:

1) Create new fee (Club level, Registration tab, fees sub tab)
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Uze the drop down list below to select a fee type that has already been defined. Once a fee type is 2elected vou will be
given the option to Delete or Change the fee type vou selected. Choose "Create A Fes Type” from the same drop down list
to create a new fee type.
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2) Search desired order (Players / Admins, Payment Management)
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.............................. Payment Receive Date Range  payment Type Search By Search For:
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8 Player Lookup g 3 PP = order with payment plan.
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:E?KEEIEE{ I_I':}Ekuf LRG| E E é D:rdar No Player 1D Fees Paid Due Pay Avail
el At Test, Test 1-1191177 63305-873885  $500.00 £0.00 $500.00
8 Parent Lookup 0 £ O : i
o Family Lookup M [T [T [ Testadd, Boy 1-1191204 45844-982389  $500.00 $0.00 $500.00 .
8 Add Player/Admin Testadd, Notherplayer 1-1191204 72031-650444  $520.00 $0.00 $520.00
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I_ |_ I— I- Testadd, Kidsister 1-1191204 55100-871858 »350.00 50,00 £350.00 e
.............................. I_ r" |‘" r' Testadd, Kidbrother 1-1191204 66970-261138 £550.00 £0.00 £550.00 -
I_ |_ I— I- Testadd, Mothersister 1-1191204 49367-122943 »350.00 50,00 £350.00 o
I_ r" |‘" r' Testadd, Kidkid 1-1191204 Z20185-651256 £545.00 £0.00 £545.00 s
email 2elected players (1-7)of7?

Sign Out Here

Tech Support Contact



3) Click on order number to open order, you will now see a “Add more Products to Order” button

Payment / Order Detail Reload | Close |
b4 Order# 1-11591177
3 :
%  Order Date: 41212010 4:12:12 FM Zr ;;:tsfﬁ- ﬁgi"m N
o Operator: Cust Cust '
o Hame: Mommat Testfourtwelvstena "E
b= Address1: 41210 te=t =t apt a LY : s
S City/State/Zip: city CA 12345 £  Click Comments Box to view or add mers comments.
a-":.} Country: United Sfates of America E
H#: (123} 455-7250 ]
Lg Method Type Chk#/CC# Exp. Status Auth. Conv. Fee App. To Order
g @ Check Single test f Open 500.00 0.00 0.00 capture update cancel
& Applied Total: 0.00 0.00
o
Product Promo Code Qty Price
[¥ Test Test, Registration Fee, Under 17 ,Comp 1 500.00
% ¥ Test Test, Uniform Fee, Under 17 ,Comp 1 50.00
?—.g_} ™ Test Test, SB0B017E-195E-4E92-A360-FFBDO0AT2CCF|Fall 2009- 1 -50.00
O 2010Return Player discount, Under 17 ,Comp :
E Add Mare Products to Onder
z
3 itemi(s) totaling: 500.00
Order Total: 500.00
Total Due: 500.00
& | Payment will be applied to all products checked above.
T  Payment Method®
o IChu:u:use One |
(=]
|_

4) Click on add more products to order

select any products you want to add to the order:

I Test Test Play Up Fee, Under 17 Comp 525.00

Add Selected Products to the Order I

Close & Refresh Order/Payment Page |
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5) Check the product you wish to add to the order and click “Add Selected Products to the Order”
6) Close and re-open order or click re-load to see new product in order



Payment / Order Detail Reload | Close |

Add Maore Products to Order

i Order# 1-1181177
3 i
©  OrderDate: 412/2010 4:12:12 P e ;;z:‘i_?, ﬁgi"m L)
73] Operator: Cust Cust ¥ i
o Mame: Mommat Testfourtwelvetena *3
= Address1: 41210 test et apta @ G =
& City/State/Zip: city CA 12345 £ | Click Comments Box to view or add more comments.
n-",:.} Country: United Statez of America g
H#: (123} 455-73590 ]
-'E Method Type Chk#/CC# Exp. Status Auth. Conwv. Fee App. To Order
g # Check Single test / Cpen 500.00 0.00 0.00 capture update cancel
= Applied Total: 0.00 0.00
o
Product Promo Code Qty Price
[¥ Test Test, Registration Fee, Under 17 ,Comp 1 500.00
v Test Test, Uniform Fee, Under om i
¥ Test Test, Uniform Fee, Under 17 ,Comp 1 50.00
o
@ W Test Test, SB0B017E-195E-4E92-A360-FFBDO0AT2CCF|Fall 2009- i -50.00
% 2010Return Player discount, Under 17 ,Comp :
E: [¥ Test Test, Play Up Fee, Under 17 ,Comp 1 25.00 cancel
=
2

4 item|s) totaling: 525.00
Order Total: 525.00
Total Due: 525.00

= | Pavment will b= aoolied to all oroductz checked above.

Added product can be cancelled if desired.



