Manage Invoices on the Participant Account
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The Participant Account Details page lists all invoices associated with the selected et

participant, so you can see which invoices are outstanding, paid, and so on. A total account balance also
displays above the invoice table, giving you a snapshot of the participant's account status. This includes the total
received, and pending amounts, as well as the account balance and account totals.

1. From the menu to the left, click Accounting.

2. Click Accounts. The Participant Account Details page opens and displays information for the last
participant you viewed.

3. Click the drop-down menu at the top of the page and select the participant for whom to view invoices.

4. Scroll to the Invoices section. If this section does not display, click «, to expand it.
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The following columns display:

o Date
o Invoice #
o Payer(s)
o Status
o Amount
o Payer Balance
o Total Balance

5. Click < and select Recurring Invoices to view any recurring invoices associated with this participant

account.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f7231f4ec161ce864ba0ef7/n/ep-expand.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f748e526e121cc60fc30e71/n/view-invoices.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f723293ec161c7d64ba103a/n/ep-switch-inv-view.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f748ebb6e121ca80cc31824/n/view-recurring-invoices.png

10.

M EasyPay
income

Accounts

Settings
[® Reports
& setwp

= Messages
@ GetHelp

@ Logout

Stripe Dashboard

Agencies

State Texas
9401234567

~  PaymentSettings [V

Fresh Carrot State Texas

100 % |0

Default Rate

$ 15 per | Hour

Fhone *THome v || (789) 555.1233 [+) T 7]
Payer of invoices for participant care
Email * |freshCarrot@yopmail.com
) [0 Authorized to pickup participant
Billing Address O Use enroliment address
Notifications
* |12 Fridge Way
Language  English
*  Kitchen ™ v 6011
yPay only
Recurring Invoices v + ~
Payer(s) < Frequency ¢ Amount | NextInvoice Date ¢ staws B
Clear Al Frequencies Before v B | Alstatuses
Fresh Carrot Every Other Week $135.00 10/06/2020 Active
Fresh Carrot 20Month $177.00 100472020 Draft
Fresh Carrot 2x/Month $296.10 1010712020 Deleted
Display 3 v records Showing 1to 3 of 9 entries. - 2 T3 [ ree
Credits of Fresh Carrot ~
Date Amount Reason Credit Amount Credit Used Credit Balance
09/30/2020 $195.00 Refund for Invoice 10075 $195.00 $1,14415
09/30/2020 $195.00 Refund for Invoice 10075 $195.00 $1,330.15 Edit
09302020 $195.00 Refund for Invoice 10075 $195.00 $1,14415 edit
Display 3 v records Showing 1 to 3 of 52 entries. rrovous Q2 2 ]2 |5 e | s
Related Participants ~
8 - E

The following information displays for recurring invoices:

o

o

o

o

Payer(s)
Frequency
Amount

Next Invoice Date

Status

type in the text boxes.

Click each column header to sort in ascending or descending order.

Click Previous and Next to navigate between pages of invoices.

. You can filter invoices and recurring invoices by each column. Simply use the drop-down menus to filter, or

Click the Display drop-down menu to change the number of invoices that display by default. You can select

3,10,

20, 50, or 100.

Click + to add an invoice from this page. For more information, see Create Invoices.
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