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6. Click Save Changes. The form will be saved and your changes will be recorded in
the Notes panel.

Next, we need to refund any money that is due to the registrant. We keep these two
actions separate for certain events where you have indicated that refunds can only be
made for a specific time period or a refund can only be partial.

To refund money:

1. Click the Refund option in the Receipts panel on the submitted form. At this
point the Balance should reflect a negative number that needs to be refunded.

Note: The Refund option is security rights protected. You need the

WebLink Refund security access right to process refunds.

2. Type the amount to be refunded in the Amount field.

3. Select the Payment Method to use to process the refund. If the person paid with
credit card or eCheck, that information will automatically populate in the fields
on the Refund page. If the person paid by check or cash, you will need to get a
payment method from them, cut a check, or pay them in cash.
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Add Payments / Refunds

Process payments or refunds for the form.

™ [Return to Individual Form Summary]

—Add Refund —Biling Address:

Amount Due: % (10.00) Country: United States -

Amount: * % 10,00 Address 1-

Payment Method: * Visa - Address 2-

Previous Payment .

Methods: ELE

Memo: State: -
—Payment Details FIEEIETLE

Card Holder Name: *
Card Number: =

Expiration Date: * EI

CV Number:
(what's this?)

[ Email Receim[ Add Refund ][ Done ]

4172009 Complete Check 5125 Tl zQufDSvXEKMGADW2sCg== $10.00

Total Paid: §10.00

4. Optionally, select the Email Receipt check box if you want to send an email
notification after the refund has been processed. This will open a new window
where you can type the email address.

5. Click Add Refund.

If you are refunding to a credit/debit card or eCheck, the payment gateway will process
the refund for you automatically and your reports will all balance.

The person’s name will still appear in the submitted forms list, but an X will appear in
the Alerts column as shown below.

Confirmation Code: Active: Active -
Form: VBS: 15t Grade « Schedule/Time: -
[BlRecords] A B €C D E F G H | J KL MNOTPGRSTUVYWXTYZ

1 -2 out of 2 (zorted by Last Name asc)

Age - DOB Confirmation Code Submitted Date/Time SchedulelTime

Rita Affleck T - 8272001 55463660 4/1/2009 5:58 PM Week 1 s0.00
Abbie Smith 6-11/8/2002 4921578C 41172009 6:45 PM Week 1 s0.00

Alerts. Ir dividual

[View Summary]
[View Summary]

Total:  $0.00

' Paid reflects the amount paid for this submission minus refunds
= Total paid reflects the amount paid for all (2) submissions
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Adding a manual submission (check or cash option included)

As you have probably noticed by now, you can certainly process registrations from
within Fellowship One. This is quite handy when you have people who want to pay by
check or cash or who do not have internet access.

To process a manual submission:

1. Click the View Submissions menu option on the WeblLink tab and click Add new
in the upper-right corner of the page.

View Submissions 2]

Search for and view submitted forms. Click View Summary to view submitted form details or to process a refund.

Submitted Forms _qu}a Add New

Confirmation Code: Active: Active
Form: VBS: 1st Grade + SchedulefMime: -
[AlRecords] A B C D E F 6 H | J KL M NOPG GRGSTUYVWZXYZ

1 -2 out of 2 (zorted by Last Name asc)

_M Age - DOB Confirmation Code Submitted Date/Time: ScheduleTime

[View Summary] 4 & Rita Affleck T - 8272001 5946366C 4/1/2009 6:58 PM Week 1 50.00
[Wiews Summary] & 2bbie Smith 6- 11872002 4921578C 4/1/2009 6:45 PM Week 1 S0.00
Total:  $0.00

1 Paid reflects the amount paid for this submission minus refunds
=Total paid reflects the amount paid for all (2) submissions

2. Click the Find Person link and search for the individual who wants to register
(you can search for anyone in the family).

Add Submission

Find and =elect a person to complete and submit a form.

(S [Return to View Submissions]
—Perzan/Form Selection

Click Find Person to search for and select an individual. Select the form to
work with and click the Add Submission button below.

[Find Person] |Rita Affleck
2479 Elm St.
Frisco, TX 78344
214-635-5578

Form: WBS Aggregate -
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3. Select the form to register for from the Form drop-down list and click Add
Submission. The family’s information appears in a new window as shown below.

Isn}ﬁz::l SE':ﬁ_tna Questions  Checkout Final

Select an individual from the list below; the list represents the people in your household and visitors assodated
with your household. To add a person to your list dick the "Add Person” button.,

Name Date of Birth Communication Values

Troy Affleck 2/18/1968 Email: taffleck@webfoot.net
Work Phone: 972-217-2285

<Edit] Dee Affleck 2/19/1969

P | Vincent Affleck 9/17/1997

<EdE Dan Affleck 11/7/2002

@ Joe Zaher 8/13/1995

@ Sl Rita Affeck 6/27/2001

[+ Add Person|

If [Select: iz not displayed for an individual, the person either does not meet the requirements for the event
(ane, gender, etc), or the eventis full,

4. Click the Select link beside the person who wants to register. Complete the
registration questions.
5. Choose Check or Cash from the Payment Method drop-down list.

Note: These two options are available only from Fellowship One.
Your users who register from your church Web site will not see

them.
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S

;SHEJ.IEV%EQI Si':ﬁ_lt_la Questions Checkout Final

e . . @ .

If you would like to fill out an additional form before submitting, dick the
button to the right. If you are finished, fill out the appropriate information
below and submit the form(s).

Dan Affleck

[Eemovel VBS: 1st Grade - Week 1 (06/15/2009 - 06/19/2009) | £10.00
Total: | %10.00

[7] send a confirmation email to: |
Carban Copy email: |

Payment Information

Please provide all of the required information below to complete this registration.
Once you are finished, dick "Submit Form{s)” and a total of $10.00 will be charged to the payment method provided.

Credit Card Info Billing Info

Payment Method: = : Country: * [ Urited States -
kwsa | Address 1: *  [2473 Elm 5t.
MesterCard Address 2: |
Cash City: * |Frisco
State: * |Texas -

Postal Code: * [73344

Mote: |

Clicking "Submit Form({s)™ will post a $10.00 charge/debit to the payment method provided.

ﬂ- fellowship
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COLLECTING REMAINING BALANCES (DOWN PAYMENTS)

When you enable the Down Payment option, you will need to prepare to collect
remaining balances. Once a registrant submits a form, he or she can never access that
same form again. This is a strange concept when it comes to down payment options.

May 14, 2009

Fellowship One includes functionality to allow you to process remaining balances.

Note: Users must have the WebLink Payment security access right to

process payments.

On the day you have stated that remaining balances are due, you will do the following:

1. Click the View Submissions menu option on the WebLink tab.
2. Select the form to work with from the Form drop-down list and click Search. The

list of submissions appears.

3. Click View Summary beside the form to view the receipt. You will notice a
remaining balance in the receipt panel as shown below.

Form:

Individual:
Schedule/Time:
Confirmation Code:

Contact Name:

Contact Humber (#5f -
- SRR

Cuestions and Answers

WBS: 1st Grade
Abbie Smith
Week1
D999452C

Vincent Affleck
214-535-5578

[Edit Answers]

[Add Note]

—-

Receipt

Abbie Smith

VBS5: 1st Grade - Week 1 (06/15/2005 -
06/15/2008)

510,00

Total:
Paid:

310.00
$5.00

. [ Ba[anoe;

$5.00 I

[Email Receipt] [Add Payment] [Refund] [Make Adjustment]

| 1 fellowship
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4. Click Add Payment in the Receipt panel. The Add Payments/Refunds form

appears.

Add Payments / Refunds

Process payments or refunds for the form.

(Z Y [Return to Individual Form Summary]

~Add Payment
Amount Due: $5.00
Amount: * § 5.00
Payment Method: * Visa -
Previous Payment "
Methods: Visga ==ITEE -

Memo:

—Payment Details

Payment Method: Visa *=*2755

|:| Email Receim[ Add Payment ] [

Done

]

4/8/2009 Complete Visg TH2TEL

2390294522450014568706 £5.00
Total Paid:  $5.00

If the person paid with credit/debit card or eCheck, the information is stored in
Fellowship One and will automatically populate in the Payment Method and Previous

Payment Methods fields.

Note: You can change this if needed. For example, if the user has

cancelled a credit card or changed checking accounts, you can

select a new Payment Method and populate all the account

information as necessary in these form fields. You can even

choose check or cash if the person would rather pay off the

balance that way.

5. Optionally, change the Amount field if necessary.

6. Optionally, select the Email Receipt check box to open a receipt in a new

window.

7. Click Add Payment. The payment will process automatically if the payment type
is credit card or eCheck. If you select check or cash, the payment still logs in

Fellowship One, but no automated processing happens.

‘#46
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REPORTS

Many reports are available for Event Registration. Depending upon what you want to do
with the results, you can run different types of reports that relate to registrations. For
example, see how much money an event has generated, or see what people are
selecting as answers to their questions.

To find nearly all of the Event Registration reports, simply type M60 in the Search field
in Report Library.

Additional reports are also available by typing registration in the search field. Some
favorites are:

e M6023 — See all details for a registration including answers and all finances
related to the event.

e M6012 — See questions a user has answered (no money)

e M5999 — See all people who have registered using a specific promo code

e (G7011 - See all finances related to an event

Many of the reports can generate Temporary Groups for you to use as email lists. Look
for the little people icon beside a report’s name as shown below.

Reports Queue

mé60

Attendance, Small Group, Ministry, G1000
n 2] [3] [Next 1-20 out of 41 (sorted by Name asc)
HName ! Description Code Last Updated

Activity Registration By Form with Payment and Credit Info@

This report was designed to display Activity Registration payments to a selected Form durin ecified date range. ME022E  4/23/2008 at 1227 AM
Tags: _TopReporis, _TopReports, CSV, Excel, Export Individuals to Labels..., Exportto labels..., Fori ilder 2.0, Html, Ministry,
Participation, Temporary Group

Activity Registration By Form with Payment and Form Questions and Answers@

This report was designed to display Aclivity Registration paymenis to a selected Form during a specified date range, along with the
Answers to Form Questions

Tags: _TopReporis, _TopReports, CSV, Excel, Export Individuals to Labels..., Export to abels..., Form Builder 2.0, Ministry,
Participation, Temporary Group, XML

ME023E 10/28/2008 at 1:33 PM

| 1 ) fellowship
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Choose Temporary Group from the Output drop-down list as shown below:

Reports

FT Reports My Reports O

Activity Registration By Form with Payment and Form Questions
and Answers

Form Status: *

Active Forms Only -
Forms: ™
Aggregate Form 2 -~

Aggregate Form 3 E
Complex Form with Downpayment

First Stess
d

Marriage Seminar - Payment Test -

Get Form Questions |

Form Questions: *

(Marriage Seminar) Spouse Email Address (if different from yours) &8

Marriage Seminar) Spouse Full Name

Form Submitted Mamed Date Range: *

Previous 30 days -
Balance Due As Of Date:

4/6/2009 B

MK DD T YYYY

& Additional Filters

Choose an Cutput Type: *
- Temparary Group i

Qutput from this report will be named: Activity Registration By Form with Payment and Form Questions and
Answers (Change)

TECHNOLOGIES
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