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Greekbill Chapter Dashboard

Upon login to your greekbill Admin account, you will first be directed to the chapter’'s Dashboard. The
chapter Dashboard is a snapshot of the chapter’s finances, displaying a series of statistics including,
but not limited to:

e Unsecured receivables — percentage of unsecured receivables to date, for the current fiscal
year
Member count — a tally of members on system, both Active and Alum
Next invoice date — date of the next scheduled invoice
Pending charges — total amount of charges pending the next scheduled invoice

At the top of the chapter Dashboard are quick links to the most frequently used modules, i.e. Create
Charges. Clicking on the Get Started button for any of the action items will take you directly to the
page to begin your desired task. Towards the bottom of the chapter dashboard are additional pages
for quick and easy access.

) Delta Gamma - Delta Gamma Chapter 7 : HY a?

Dashboard

Create Charges
Dashboard L s e e
Review Roster — . a
— = >

Create your charge  Assign to members ~ Send your invoices

Invoice Create Member Groups

Members

% 14
Reporting 63 . 64 /O
Unsecured Receivables Total Members
Banking -
:
Alum/Non-members
Agreements
Budgeting
12/17/2018 $4,519.00
Honor Board Next invoice date Pending charges
10/17/2018 11/01/2018 )
Last invoice date Last due date tizzal
Camya Ross
CHARGES MEMBER ROSTER CHECKS & DEPOSITS
Prepare to invoice your chapter. view full roster of members by Enter checks and record deposits

Create, assign and manage the status, billing type and more. to your bank accounts.
charges for your members

View all charges View all [YELENY

REQUEST MEMBER
ACCOUNT ADJUSTMENT
Member account adjustments are
submitted using this form
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The Invoice dashboard houses all tasks
related to billing your members, as well as
a graph to indicate the chapter’s income
patterns for the year. Some key tasks from
the Invoice module include adding and/or
removing miscellaneous charges, viewing
invoices, recording offline payments, and
submitting bad debt.

Dashboard

Members
Reporting
Banking
Agreements
Budgeting

Honor Board

Camya Ross

Q Delta Gamma - Delta Gamma Chapter

Invoice

OVERVIEW CHARGES INVOICES

Dashboard
Invoice Create Charges o
§ 3

Create Member Groups =' B - Get Started

Members »A‘
Create your charge Assngn tomembers  Send yourinvoices

Create Charge Groups
Reporting

S| 600.00
Banking $1.400.00

$1,200.00

$1,000.00
Agreements I

— — — — — — - - — -
. 520000 AN FEB MAR APR MAY JUN JuL AUG SEP ocT Nov DEC

Budgeting

Honor Board

i ) Deita Gamma - Delta Gamma Chapter

Invoice

Create Charges .

Create Member Groups

Create Charge Groups

$4,519.00

Pending charges

12/17/2018

Next invoice date

10/17/2018
Last invoice date

11/01/2018
Last due dste

Charges

Prepare to mvoice your chapter
Create, assign and manage the
charges for your members.

Momber Groups
Create and manage a subtype

list 10 quickly identify 3 group of
members and to stay organized.

Charge Groups
Create and manage a st of
charges and assign R 1o
members.

Chapter Collected Payments
Record member payments that

Submit Bad Debt Write Off
Write-off a member's ptior year
debt

are collected offline by cash and
check

Invoice: Charges

The charges module allows you to add and
assign miscellaneous charges for your
members. You may access the module on the
Invoice dashboard via the Charges tab, the
Charges tile at the bottom of the page, or by
clicking Get Started from the action item
prompt at the top of the page.

$4,519.00

Pending charges

VR

Camya Ross

Schedule a Call

Charges

Prepare to invoice your chapter.
Create, assign and manage the
charges for your members.

View all charges Add a grouy

Member Groups

Chapter Collected Payments
Record member payments that
are collected offline by cash and
check.

debt.

Create and manage a sub-type
list to quickly identify a group of
members and to stay organized.

g View all groups

12/17/2018

Next invoice date

10/17/2018

Last invoice date

11/01/2018
Last due date

Charge Groups

Create and manage a list of
charges and assign it to
members.

Submit Bad Debt Write Off
Write-off a member's prior year
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Greekbill has designed an easy to use charge process, that will allow your chapter to create a

reusable charge template. To create a charge template, click on Add Charges, then Add a New
Charge.

Q Delta Gamma - Delta Gamma Chapter

Assign Charges 1 of 3

CHARGES CHARGE GROUPS Selected Charges
ik larges wibi he harge o for

OVERVIEW CHARGES . INVOICES
L]

Dashboard

.
e

",
> CEDCD

Members Charge Template Name Status Date Created
Y A 4 month/day/ .. [& @ T
Reporting
Banking
A it TOTAL $0.00
greements
Budgeting
Cancel

You will only have to create a charge template once, and it will always be available to you for use
thereafter. Charge templates save you time from having to create the same exact charge twice and
assigning it to members multiple times throughout the year. It also provides you with enhanced
charge analytics to see which members have been invoiced for a charge.

Charge Details
Add Charge Template 1 of 2

Charge Template Name Dads Weekend

Charge Template Name Charge Description

charge Amount

Dags Weskend Hats

This e valep (Gotar amount) of e charge

15

chart of Account

‘bucigeting purposes

3606 - Reimbursable Account - Reimbursables ¥

Effective Date {One Time Charge)

- P '
( cancal ) Raview
. [

If you need to assign a new member an existing charge, with an updated amount or description, you
can always edit those two fields and re-assign the charge.



Greekbill Quick-Reference Guide: greekblll

I nVOice a billhighway company

Assign Charges 1 of 3 After creating a charge, you can immediately
s S Rt e e assign that charge to your members. If you
| owsem oGk e e e sy have multiple charges that you wish to assign,
| [lzeo=- you may group these charges together to form
e a charge group.

Dad's Weekend -
Dad's Weekend biats: N

Add aNowCharge )
| AddaNomharge

ILLLLLLLLTY) 3

TOTAL $15.00

e
|
(_ cancel )

Assign Charges 2 of 3 Choose the members to be assigned the

e SN charge.

Selected Members
MEMBERS MEMBER GROUPS dombors 8o ol
————————
Search Members. Search M
Status
Member v

© oo LTI ITETEITY) 2

o
Q-

(i Cancel )/\ Back )l @

Assign Charges 3 of 3 Review your work and click finish.

Review Assigned Charges and Assigned Members

1 Charges totaling to $15.00 e | ciose

charge - chartof Aecount Date

Dad's Weekend Dad's Weekend Hats $15.00 3606 - Reimbursable Account - Reimbursables: 12/14/2018
TOTAL $15.00

11 Members will be assigned these charges e | ciose.
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Members

Q Delta Gamma - Delta Gamma Chapter

Members Dashboard

Members

OVERVIEW MEMBER ROSTER

Create Member Groups

Dashboard

The Members dashboard houses all tasks related
to your member roster, as well as important data
points for your reference. Some key tasks from the
Members module include reviewing the chapter’s

Invoice

Get Started

. 16 roster, updating member account statuses,
S requesting a member account adjustment and
. - submitting a collection form for past due members.

Hanor Board

Please note: New members will automatically
populate in greekbill once submitted through
Anchorbase.

Il of your member Creat
data as well as their login history,
account nates and much more:

Member Summary
Overview of all members,
balances and payment schedule

nage a sub-type
list to quickly identify a group of
members and to stay organized.

Request Member Account
Adjustment

Member account adjustments are
submitted using this form

Point Management
Manage the point tracker system
for your members.

MEMBER EMAIL
Send email to members

Member Collection Form
Submit members into the
collection process

«»

Q Delta Gamma - Delta Gamma Chapter

Members

OVERVIEW MEMBER ROSTER

Members: Member

S umm ary Dasboard
The Member Summary report displays = Bt
each chapter member’s information
Reporting

including their member number, first
and last name, payment schedule
option, current balance and auto pay
setting.

Banking ‘

] $14,016.00
Agreements ‘
1
\

Pending charges

View all

Budgeting

Honor Board

Member Notes
View the notes GreekBill chapter

Member Roster
View a list of all of your member

Member Groups
Create and manage a sub-type

data as well as their login history,
account notes and much more.

Member Summary
Overview of all members,
palances and payment schedule

list to quickly identify a group of
members and to stay organized

oD e

Member Status Change
Make changes to the status of
your members individually or in
bulk.

representatives have recorded
when connecting with your
members.

Request Member Account
Adjustment

Member account adjustments are
submitted using this form
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Each of the column headers are clickable to sort the report in alpha numerical order.

«back to Reports

Member Summary Report - Delta Gamma Chapter

Member v Run Report

ILasmame + First Name r] [Member#l Status Pending Charge Payment Schedule |  Current Monthly B..  Current Year Balan...  Total Year Balance  Parent Account Auto Payment

° BECKETT AMANDA 902771 Member $8,000.00 $14027.83 $14,027.83 $22,027.83 2 No >
) CARTER RUMI 1991001 Member (5100.00) Monthly 50.00 $640.00 $540.00 2 Yes >
® CLARK JESSICA 902769 Member $0.00 Monthly $5652.53 $6,381.29 $6,381.29 1 No >
Y HOLLAND BARB 2023557 Member $0.00 $937.50 $937.50 $937.50 0 No >
° HOROWITZ CHER 902768 Member $0.00 $0.00 $0.00 $0.00 1 No >
° LANNISTER CERSEI 2123754 Member $45.00 $0.00 $0.00 $45.00 0 No >
° LEWIS BRANDY 647300 Member $1,500.00 ($311.50) (8311.50) $1,188.50 0 No >
° OHANIAN JR ALEXIS 1991002 Member $45.00 (366.01) (866.01) (821.01) 1 No >
° SIMMONS ANDREA 654869 Member $0.00 Monthly $3527.61 $3,527.61 $3,527.61 5 No >
) SKYE IONE 902772 Member §77.00 Monthly $6,904.08 §7,632.84 $7,709.84 3 No >
® STARK ARYA 2123753 Member $4417.00 (§97.86) (597.86) $4,319.14 1 No >
® STRATFORD KAT 902770 Member $0.00 $5,066.75 $5,066.75 $5,066.75 b 1 No >

1-120f 12items Mo4 1o 400 | w | items per page

You may also click on the hyperlinked member number to see additional details for the member’s
account. The additional account details will display the member’s full account history, contact
information and signed agreements on file.

Member Profile
CARTER, RUMI | 1991001

BasicDetalls  AccountMistory  Agreements

CONTACT moaity

Home Address New York, NY, 10018 School Address Los Angeles, CA, 90051
Mobile Phone 310 Other Phone 8004573816
Primary Emall rumicanter@greekbill.com Communication Preferences Email
FINANCES
Bill Type E:8ill Only
Member Groups New Member Group,
Seniors Live In Group, Spring 18 New Members

MEMBERSHIP moaity

Member Type Member Status Member
Birthday 06/17/2017 System Status oN

SECONDARY USERS
Shawn, Carter 210 @gmailcom Receives E-bill notfications: Yes
Beyonce, Knowles-Carter 310 @solcom Receives E-bill notifications: Yes

ADDITIONAL DETAILS mosify
Last Login 02/05/2019 Noles 15
Year Crossed

Year Graduated

EMERGENCY CONTACT INFORMATION medity

Contact Name Contact Phone

Contact Email Relation
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Q Delta Gamma - Delta Gamma Chapter

Members: Member
Collection Form

Members

OVERVIEW MEMBER ROSTER

Create Member Groups /)

The Member Collection Form report will list all
members/alum with a 60+ days past due
balance on greekbill. From that list, you can
view whether a collection form is pending, in
progress or already submitted by the chapter.

Invoice

Go to roster Edit roster Review roster

Reporting

Banking ‘

16 $14,016.00

Total Me i hi
Agreemem‘ otal Members Pending charges

Honor Board ‘

Member Roster Member Groups Member Notes

View a list of all of your member
data as well as their login history,
account notes and much more

Create and manage a sub-type
list to quickly identify a group of
members and to stay organized.

View the notes Greeksill chapter
representatives have recorded
when connecting with your

members.

Request Member Account

Addagroup J View all groups

Member Summary
Overview of all members,
balances and payment schedule

Member Status Change
Make changes to the status of Adjustment

your members individually or in Member account adjustments are
bulk. submitted using this form

MEMBER EMAIL Point Management
Send email to members Manage the point tracker system
for your members.

lember Collection Form
bmit members into the
lection process

To create a new member collection form, click

= Create next to the member’s total balance.

« back

Member Collection Form Report - Delta Gamma Chapter

Last Name First Name Member # Chapter Name Region Status z:i:u';‘e 2:::;’: g:::::‘e 60+ Days Past Due x;:'e::::;"e Create
Delta Gamma =

Beckett Amanda 902771 Chapter Member $8,000.00 $0.00 $14,027.83 $22,027.83 Submitted by Chapter
Delta Gamma Alum/Non-

Bilstein Sasha 1885998 Chapter Monthly $0.00 $0.00 $481.59 $1,172.25 -

Member

Delta Gamma Alum/Non-

Blondehair Stefania 2098380 Chapter Member Pay in Full $0.00 $0.00 $2.37247 $2,387.47 Submitted by Chapter
Delta Gamma

Clark Jessica 902769 Chapter Member Monthly $0.00 $0.00 $5,156.55 $6,381.29 Submitted by Chapter
Delta Gamma

Holland Barb 2023557 Chapter Member $0.00 $0.00 $937.50 $937.50 Edit by Chapter (Saved)
Delta Gamma Alum/Non-

Simmons Andrea 654869 Chapter Member Monthly $0.00 $0.00 $3452.61 $3,527.61 Submitted by Chapter
Delta Gamma

Skye lone 902772 Chapter Member Monthly §77.00 $0.00 $2117.10 $7,709.84 Submitted by Chapter
Delta Gamma Alum/Non-

Stratford Kat 902770 Chapter $0.00 $0.00 $5,051.75 $5,066.75 Create

Member
Delta Gamma
. Alum/Non- ~
Vamsi Krishna 2007698 Chapter Member $0.00 $0.00 $802.00 $867.00 Submitted by Chapter
Total: $8,077.00 $0.00 $34,399.40 $50,077.54

1-90f 9 items o4 1 » M 50 w | items per page
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) pelta Gamma - Delta Gamma Chapter

Reporting Dashboard

Dashboard

The Reporting dashboard houses most of your chapter’s
reports, which are categorized as follows: s

Receivables & Transfers
Invoice

Members
Agreements
Banking & Budgets
Accounting

Submit Bad Debt Write-off

Some key reports to accompany the best practices on
greekbill are Payments Received, GB Fund Transfer,
Past Due Receivables, Profit/Loss vs Budget — Liability
and Payment Schedules and Contracts.

Member Collection Form

Note: You may find certain reports within other modules of your
admin account, carefully placed for maximum convenience. For
example, the Request Member Account Adjustment tile is located

on the home dashboard, Members dashboard and Reporting ettt e e
dashboard; all directing back to the same form. e

Contracts Signed & ay Payment Schedules and
Unsigned o Contracts Signed &

contructs by membe.

Contract Total Count Report

UraIgne contracts for your chagter

Banking & Budgets

Purchaso Card Transactions si Bank Reglster Report
Larats ans e ana

General Ledger
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Reporting

Reporting: Payments Received

The payments received report s swewsgon-ou summscrs
lists all member payments e -
received within a Specified . " ey I ey [ = - sk b

date range. The report
defaults to the 15t of the
current month-to-date, which
you can modify at your
discretion. The details of each
payment include the member
name, date of payment,
amount received, transferrable
amount, payment type and
approval number for electronic -~ -~ . e
transactions.

827466108714025594

870133

639842

825618929177149675

uuuuuu

825882810205174796

825794851038168973

Payments received outside of greekbill will list as Chapter Collected. Additional transactions found on
the payments received report include returned payments, chargebacks and refunds. Greekbill issues
weekly direct deposits to your chapter’s bank account, for payments received during the previous
Monday-Sunday. To preview an incoming deposit for your chapter, simply modify the report date
range, click Run, and identity the Total transferrable amount at the bottom of the report.

Reporting: GB Fund Transfer

The Fund Transfer report displays all deposits issued to the chapter, from greekbill, for a specified time
frame. Transfers are processed weekly, for payments received during the previous Monday-Sunday.
The Fund Transfer report will indicate the date of the initiated deposit, which bank account the funds
were sent to and the total amount transferred.

«back to Reports

Funds Transfer Report - Delta Gamma Chapter

02/01/2000 = 2/6/2019 & | Run Report

Transfer Date Description
month/day/year B|Y
07/05/2018 Direct Deposit

Total:

1-10f1items

Bank Name

Bank-Checking Account

Amount
A
$0.97

$0.97

10 v | items perpage
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Reporting: Past Due Receivables

} Q Delta Gamma - Delta Gamma Chapter

Reporting

Receivables & Transfers

Dashboard Payments Received GB Fund Transfer Past Due Receivables
Get a complete record of all Find out how much money has An aging report will generate a
transactions collected from your been deposited to your chapter's list of members who are past

Invoice members. This report will also list bank account from greekbill due, and categorize them by the
transaction fees and transferable Payments received between number of days they are overdue.
amounts Monday-Sunday are transferred

Members the following Wednesday.

Unsecured Receivables

Reporting

Banking Identify the total percentage of
members who have an unsecured
receivable.

Agreements

Budgeting

Invoice

Honor Board

Charges Invoices Submit Bad Debt Write-off
View the detalls of each charge Get a record of all involces that Wite-off a member’s prior year
that your chapter has on the were generated by your chapter. debt,

platform including the amount Invoices can be sorted and

that was billed and paid. downloaded by member or date.

The Past Due Receivables (PDR) report will generate a list of members who are past due and
categorize them by the number of days they are overdue. The PDR data is also directly linked to the
Honor Board module and will trigger the associated notifications accordingly. Account balances begin
aging 10 days after the due date and correspond with the following Honor Board categories:

APN: 11-30 days past due

SOR: 31-45 days past due

45 Day Letter: 46-60 days past due
Collections: 61-90 days past due
90+ Days Past Due

« back to Reports

Past Due Receivable Report - Delta Gamma Chapter

02/18/2019 Member v

LastName 1 First Name 1 Member ID Status (o=t BB R IRT oy APN SOR 45 Day Letter Collecti... LR Total Past Due
Schedule Due Charges Due

Beckett Amanda 902771 Member $0.00 $0.00 $0.00 $0.00 $0.00 $5.00 $14,022.83 $1400783

Clark Jessica 902769 Member Monthly $247.78 $0.00 $240.49 $0.00 $255.49 $252.78 $4903.77 $5,652.53

Holland Barb 2023557 Member $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $937.50 $937.50

Skye lone 902772 Member Monthly $247.78 $0.00 $262.49 $0.00 $4,524.49 $256.78 $1,860.32 $6.904.08

$495.56 $0.00 $502.98 $0.00 $4,779.98 $514.56 $21,724.42 $27,521.94

Members will appear on the PDR report if they are past due on their payment schedule amount
and/or they have an unsigned dues & fees contract. Once a past due balance is paid, the record is

removed from the PDR report. Note: A member account adjustment (MAA) will not produce immediate removal from
the PDR report.
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24 0 Garrima - Delea Gamma Chspier

Reporting: Payment
Schedules and Contracts

The dues & fees (d&f) contracts are assigned to
your members when they are invoiced for their
annual charges. To view who has signed their
d&f contract and when, select the Payment
Schedules and Contracts tile.

The first tab of the report will prompt you to select the current d&f contract and click Run Report to
populate a list of all members assigned, and the date stamp of their signature. You may also sort this
report by Signed members, Unsigned members or both and download any signed agreement via the
last column on the report.

«back to Reports

Payment Schedules & Contracts Report - Delta Gamma Chapter

PS&C RESETS Epmi
Defts Garmms 2075-2015 New DG Demo Dues nd Fees |y un Repo

Payment Schedule & Contract Name Member ID * First Name Last Name Payment Schedule Signed On ReSigned On Report

Es:: Gamma 2018:2019 New DG Demo Dues and o Brandy Lewis
Es;t: Gamma 2018-2019 New DG Demo Dues and - . Simmons Monthly 07/27/2018
E:: Gamma 2018-2019 New DG Demo Dues and J— her Horowitz
Es;t: Gamma 2018-2019 New DG Demo Dues and — Jessica Clark Monthly 08/09/2018
E::: Gamma 2018-2019 New DG Demo Dues and T et stratford
E:t: Gamma 2018-2019 New DG Demo Dues and — Amanda Ermh
I:::f Gamma 2018-2019 New DG Demo Dues and - Jone Skye Mntly 07/10/2018
':::f O 1885998 sasha Bilstein Monthly 12/08/2018
I:::f Gamma 2018-2019 New DG Demo Dues and 1501001 Rl Carter Monthiy 02/18/2019
Delta Gamma 2018-2019 New DG Demo Dues and — Aexis R

Fees

S
100t 16 foms e [0 [ temsperpene
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The second tab of the report will pull all those members who have had their d&f contract reset. The
d&f contract is typically only reset at the member’s request (with VPF approval) or, when a Member
Account Adjustment (MAA) is processed. When a change in dues occurs, the member is prompted to
re-sign their d&f contract for the updated balance.

« back to Reports

Payment Schedule & Contract Reset Report - Delta Gamma Chapter

PS&C RESETS
Defta Gamma 2017-2018 New DG Demo Dues and Fees | w

Payment Schedule & Contract Name Member ID First Name Last Name Payment Schedule Signedon * Reset Date

Delta Gamma 2017-2018 New DG Demo
Dues and Fees
Delta Gamma 2017-2018 New DG Demo
Dues and Fees
Delta Gamma 2017-2018 New DG Demo
Dues and Fees
Delta Gamma 2017-2018 New DG Demo
Dues and Fees
Delta Gamma 2017-2018 New DG Demo
Dues and Fees
Delta Gamma 2017-2018 New DG Demo
Dues and Fees
Delta Gamma 2017-2018 New DG Demo
Dues and Fees

902768 Cher Horowitz Monthly 05/17/2017 05/17/2017 Download
902769 Jessica Clark Pay in Full 05/17/2017 05/17/2017 Download
002768 Cher Horowitz Pay in Full 05/17/2017 10/18/2017 Download
902771 Amanda Beckett Pay in Full 05/18/2017 07/12/2017 Dovmload
902769 Jessica Clark Monthly 09/11/2017 06/22/2018 Dovmload

1991002 Alexis Ohanian Jr. NM Monthly 09/18/2017 10/18/2017 Dawmload

g
§—>
g

1991001 Rumi Carter NM Pay In Full 09/19/2017 09/19/2017 Dovmload

To view the list of members who have been reset, click on the second tab of the report, select the
current d&f contract and click Run Report. Members with reset d&f contracts will appear with the
original signature date and the reset date.

Reporting: Profit/Loss vs. Budget - Liability Report

The Profit/Loss Liability Report will show how the total in each account compared to what is budgeted
for the chapter.

«back to Reports

Profit/Loss vs Budget - Liability Report - Delta Gamma Chapter
07/01/2020 M 12152020 ) @
Account# Account Sub Account Total Budget Difference
INCOME i
260 Chapter Dues Chapter Dues $3,537.35 $1,800.00 (81,737.35)
270A New Member Fees New Member Fees $0.00 $900.00 $900.00
2808 Initiation Fees Initiation Fees $133.00 $150.00 $17.00
200C Parlor Fees Parlor Fees $0.00 $0.00 $0.00
300D House Corp Fees House Corp Fees $50.00 $900.00 $850.00
310H Board Board $1,787.01 $0.00 (81,787.01)
315 Extra Meals Extra Meals $20.23 $0.00 (520.23)
320 Chapter Obligation Chapter Obligation $560.94 $2,160.00 $1,59906 ~

Total Income:  $17,338.47
Total Expenses:  ($25.70)
Net Operating Income: ~ $17,364.17

Net Surplus:  $17,364.17

Liability Account Account Balance
332 Anchor Splash $798.28

3606 - Reimbursable Account $1389.31
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ﬂ Delta Gamma - Delta Gamma Chapter
Banking Overview

OVERVIEW BANKS AND PURCHASE CARDS

Add Vendors

VENDORS
Dashboard

Invoice

L@@

Manage Transactions e
Members
dd vendor Manage your
information “vendor
Reporting
N BANK ACCOUNTS MEMBER PAYMENTS
Banking
Number of Checking Accounts 5 Today's payments $0.00
Agreements Number of Savings Accounts 1 Last deposit amount $0.97
Last deposit date 07/05/2018
Budgeting
Honor Board PURCHASE CARD
Total Cards
. Tota Batance
Camya Ross

CHECKS & DEPOSITS
Enter checks and record deposits 1o

PURCHASE CARDS
Request a purchase card or review and
1ag transactions allin one piace.

your bank accounts

MANAGE VENDORS
Manage your vendors and the bills you
need to pay.

FINANCIAL REPORTS
Submit your chepter's monthy financial
report and view when your chapter's
Minancial reports have been submitted

Banking: Checks & Deposits

To view a check or transaction processed by the
chapter, first select the Checks & Deposits tile.
The report will display checks and deposits
entered for the current fiscal year however, the
date range may be modified at your discretion.
You may also sort each report by any of the data
columns including date, check # or sub account.

The Banking module is home to your chapter’'s
transactions, purchase cards and vendors. Within
this module you may also view/record checks and
deposits related to the chapter’s bank account(s),
manage the vendors associated with those
transactions and submit your monthly financial
report to the Delta Gamma Executive Offices.

Q Delta Gamma - Delta Gamma Chapter

Banking Overview

OVERVIEW BANKS AND PURCHASE CARDS VENDORS
Dashboard
Invoice Add Vendors o
N
Manage Transactions o L@ @ Get Started
Members _ =
Mmoo var MY i
Reporting
BANK ACCOUNTS MEMBER PAYMENTS
Number of Checking Accounts 3 Today's payments. 30-00
Agreements Number of Savings Accounts 1 Last deposit amount $0.97
‘ Last deposit date 07/05/2018
Budgeting ‘
Honor Board PURCHASE CARD
Total Cards
. Total Balance
Camya Ross

PURCHASE CARDS
Request a purchase card or review and
1ag transactions allIn one place

MANAGE VENDORS
Manage your vendors and the bills you
need to pay.

FINANCIAL REPORTS

Submit your chapter's monthly financial
teport and view when your chapters
financial reports have been submitted
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To record a check or
transaction, select
the Create Check
button on the report

Effective Date 070172018

hecks
CHECKS DEPOSITS

s B vnszo

x & ------------------‘@

to pull up a blank Post Date Check # . Vendor . Memo . T:tal:mnum Account . Bank Account . C:iuk\"md:d
Check fo rm_ 02/20/2019 123123 JAY-Z $600  SPLIT Checking Account No
Tip: When recordingan "0 - B o | e — .
e|ectl’0nIC payment, 01/01/2019 55555 in's Bus 234 sioogy  pISAChapterBenses GBIl opening Account Ho
inputting ‘EFT’ in the 12/14/2018 123 rists $15.00 605-Finan ities (Checking Account N
Check Number field will - - o | v | acarai
Indlcate a purChase Vla 10/29/2018 1234 Hannah Closet $51.00 615H-Finance Food & Kitchen Checking Account N
electronic funds transfer o SO COD TN "
(i.e. deblt Cal'd or ACH 08/09/2018 1234 123 $1000  605-Finance Utilties Checking Account No
W|thdrawa|) 08/01/2018 12124 ANDREWS ANCHOVIES last reconcile was 08/29/2018 $10.00 212-Room Deposit Room Deposit Checking Account N
On this form you are
Create Check #
e e prompted to enter all
Bank Accoun it Balance Date Check Number - - . -
: i transaction details including
lect Bank: v monthidayyear = 1 1
= = . vendor, description, memo
3| = - 5000 and check number. Once
st T oo thecheckdetails are
C - KD completed, click Submit to
Checka post the check to the report.
- If a vendor does not already
v 5o -]

«Back to Checks and Deposits

Create Deposit

Enter al information below that is needed fo insert the transaction into your chapter

exist in the system, you may
add/save new vendor
information by clicking the
+Add Vendor link on the

form.

Bank Account Balance Date Deposit Total
Select which bank account is being credited This s the amount thatis currently availabie in your bank account
Select v month/day/year $0.00

Deposit
Add detail information for each deposit needed If the vendor is not iisted. Add & Vendor.

Received From Account Description Payment Method ReferenceNo Deposit Amount

Select v —Select One- v Select v 0 0 e
Add Another Line

Memo

Memo notes are required to create deposit

Cancel

The process for recording chapter deposits is like that of recording checks. By switching tabs on the
report and selecting Create Deposit, you are prompted to fill out the deposit form for funds received to
the chapter via cash, check or EFT.
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Q Delta Gamma - Delta Gamma Chapter
Banking Overview

OVERVIEW BANKS AND PURCHASE CARDS VENDORS

Banking: Financial Reports

Dashboard

Invoice Add Vendors

Manage Transactions

VENDOR: i
— Get Started

Financial reports should be submitted monthly
to the DG Executive Offices. Before
submitting the financial report, be sure you

Members
Add vendor
information

Name the vendor Manage your

Reporting

have entered all deposits and checks | s ; w000
Number of Checking Accounts Today's payments .|
processed for the month' Agreemq its Number of Savings Accounts 1 Last deposit amount 30.97
l @ Last deposit date 07/05/2018
Note: Once you submit the financial report, you will not suseind
be able to enter/modify any additional deposits or o

checks for the month. If you need to make an
adjustment to a transaction that has already been
submitted and/or reconciled, please contact your
Collegiate Finance Consultant at EO for assistance.

Total Cards

Total Balance

CHECKS & DEPOSITS
Enter checks and record deposits to
your bank accounts.

MANAGE VENDORS
Manage your vendors and the bills you

PURCHASE CARDS
Request a purchase card of review and
tag transactions all in one place.

To submit your chapter’s financial report, first
select the Financial Reports tile. You will be
directed to review the previously submitted

reports and verify that the chapter is up to
date on the reporting. Select the Submit
Report tab and choose the month to submit
the next eligible financial report.

Reports Submitted

FINANCIAL REPORTS

SUBMIT REPORT

need 1o pay

FINANCIAL REPORTS
'Submit your chapter's monthly financial
| eport and view when your chapter's
ancial 1800r1s Nave been Submitted

Once you have entered all of your entire chapter’s financial data for the month please follow these steps to submit your report.

Step 1 - Click Choose Month

Step 2 - Choose the month and year you are submitting your report for.

Step 3 - Verify that the last day of the month you have selected is correct in the text box
Step 4 - Click Submit

Financial reports are ready through the following date

Choose Month

Cancel @
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Banking: Purchase Cards

Delta Gamma Purchase Cards are now available for chapter officers. This reloadable debit card can
be used for purchases such as supplies for social events, venue security deposits, snacks for study
sessions, recruitment shirts and so much more! Also, any purchases made with the purchase card do
not require a W9 form from the vendor. If your chapter’s vp:finance has ordered a card, please see
the Purchase Card FAQ document.

Purchase Card FAQs

Q Delta Gamma - Delta Gamma Chapter

Banking Overview

OVERVIEW BANKS AND PURCHASE CARDS VENDORS

Dashboard
Invaice Add Vendors
Manage Transactions o L@ @ Get Started
Members
Name the vendor :‘m::; Manaﬁe o
Reporting
. BANK ACCOUNTS MEMBER PAYMENTS
Banking
Number of Checking Accounts 9 Today's payments $0.00
Ag reementa‘ Mumber of Savings Accounts 1 Last deposit amount $09 7

@ Last deposit date 07/05/2018

Budgeting ‘

Honor Board PURCHASE CARD

Total Cards

Total Balance

Manage

Camya Ross

CHECKS & DEPOSITS PURCHASE CARDS
Enter checks and record deposits to Request a purchase cand of review and
your bank accounts. tag transactions all in one place.

Lo

Schedule a Call



https://billhighway-my.sharepoint.com/:w:/g/personal/jweisbaum_greekbill_com/ERm-EFu1MadKrF5Zis_ST5sBGevuT4Ft31MJO-OYu590nA?e=8YcZpF

AGREEMENTS
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The Agreements dashboard offers a snapshot of the agreements added or promissory notes created
for your members.

Q Delta Gamma - Delta Gamma Chapter % & ?

Agreements

OVERVIEW CONTRACTS PAYMENT PLANS
Dashboard

Invoice Create Contract .
== =)
Create Payment Plan =l == &
Members

Create Details ~ Create Terms  Assign Members.

Reporting

Banking 4 0

Active Contracts Active Payment Plans
\ v all \ |

Honor Board
Contracts Contract Total Count Report Contracts Signed &
Add, modity and assign contracts to Igentify the count of signed and Unsigned
members. unsigned contracts for your chapter View list of signed and unsigned
contracts by member.
Camya Ross =5 5

Contract Reminder
Send a reminder to members who
havent signed their contract.

Although most agreements are uploaded on the chapter’s behalf, you will need to utilize this module
to assign various agreements for your members to electronically sign. These agreements include the
Chapter Bylaws and Standing Rules, Room Agreement, Officer Budget Contract and more.

« Back to overview

Contracts - Delta Gamma Chapter

Name Created On + Created By Status Signed Count Unsigned Count Total Assigned
Y month/day/year ‘ ‘ g A 4 Active v

2019-2020 Room Agreement 12/04/2018 greekbill Active 3 2 5

2018-2019 Officer Budget Contract 11/08/2018 greekbill Active 0 0 0

2018-2019 BLSR 09/17/2018 greekbill Active 12 4 16

2018-2019 Room Agreement 09/15/2017 Active 1 0 1

- aotarems « e w50 v ] wmepsoie
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Agreements: Contracts

Once an agreement has e
been uploaded, you will —
need to assign the eligible — - -

members to the e o I :
agreements. From the

Contracts report, select the 3
agreement to assign and ==

. Chapter Byldws and Standing Rules
then click on the kg i e g by e oo el e G Pty e e - - e s e

Collepize Specialist Counecil Appointed Coordmatce New Chapter Coordinzior ecniry C Refer o Section 4. Dels Gavms Fraternity Constietion, Asticle XV1, Secticn 4 Refer 1 Sectica 6. Bylaws and Standing Ral

Assi gn /Unassi gn button. ATTENTION GHAPTER PRESIDENT i ICE PRESDENT: COMMNICATONS

1 - rd d d proced

2 The gray fiekis should be flled accoeding 1o the needs of the chapter, Ocly sections that may be modsfied (1., where vesbatim language s not requized) are accessible foe change. Additiona! fields are svashable following each 3rea 30d 2t the conclusion of the Standmg Rules to nclude chapter specific
Several fields, mame. school naene. fses and tpecslic GPA requirmests, will be entered cece and wil be auto-fifled for the rest ofthe document

2 After sppeoral by the Repional Colegsate Specilist Cormesl Appoisted Cooedisator New Chapter Cooedinato, bylaws ane seanding roles st be adopted or amended by 2 two-thirds vote of the chsper, provided notice has been given 3t 3 previous chapt 2. 2015.2019 BL/SR smust be sppeoved
i o end of peing 2018 trm.
« Bytaws sod sanding shonid hond be splo Opre. A copy ofthe spproved clspte by 2 rules il . . 1 Appoied Cocrtizatce New Chapter Coardasor
ball Foaterury sppeeved @ system for member cnine access
Edit Contract 1 of 2
Select Assignees
MEMBERS MEMBER GROUPS Selected Members Signed Members

— Select the members
= ~you wish to assign by

an v Alexis OnanianJr.

— clicking the plus sign

Py— (+) next to their name
© oo - or assign all

o=

© o members via the Add

Kat Siratford

0 e All Members button
- and click Review.

MEMBERS SIGNED 12

o

Section §: NEW MEMBER SCHOLARSHIP REQUIREMENTS: The scholarship requirement for 3 new member of this chapter shall be as follows: (based oa chapter memberskip selection goals)

GPA uaweighted, cumulative for incoming freshmen
275GPA for those women llege grades.

(Note: Minimiam may be higher. When significant college grades are available, the minimsum requirement must be equal to or igher than the requiremant for good sianding. It s also recommanded that the minimum requiremens showld equal or exceed the allfreshman women's average.)

Section 9 MEMBER/NEW MEMBER SCHOLARSHIP ENRICHMENT PROGRAM: All members new members below 2.75 must follow the same schotarship enrichment program developed by the director of scholarship andor the scholarship committee and approved by the chapter. I new members
do not have established college grades, they must use their high school uaweighted, they are on the scholarship ennichment scale. (Stare requirements of the chapter srudy program: __

: n Ce yo u h ave Section 10: SCHOLASTIC POOR STANDING: The director of scholarship. with assistance from the vice-presideat: soctal standards, will inform the president and v ok f members and new members i scholastic poor standmg for votmg and participation purposes.

reviewe d yO ur CHAPTER SPECIFIC STANDING RULES o Copacuton il detcmins o h s o uam damags
15 amy changes in the Frateniry Coastrtion, Frterniy handbooks or policies and procedures shall at ny time ncesstate amending these Standing Rules, such amendments shal take place swtomatcaly without being voted pon by the chapter. Notice of the sad change or amendment shalltake place 2 the
member .
May 1,2018 Date approved by Regioaal Collegiate Specialist Council Appointed Coordisator Nerw Chipter Coardinator
assignments at ..
the bottom Of __ President (electronic signature) Please post d BL/SRs on Fraternit od i ok
the agreement _
16 Members Assigned e | ciose

terms, click oy, Sniiaien 32

P Sty Lowe At Ovrian e

Save. s o Ssiohes

Case Lastr crer orowtz

B = Jessica Ciark Kat Stattora

- rem
- - tema vt R Carer
L=R=")
- - Saana gt
=

Cancel )( GoBack )
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Agreements

Members will then be prompted to sign their electronic agreement upon login to their greekbill
member account.

Welcome to GreekBill

Mame: lone Skye

Account#: 902772
Organization:

University: GB University
Chapter: Delta Gamma Chapter

2018 - 2019 BLSR (Mandatory) e
Status: Mot Signed ) 5
—

T ) G

Dues & Fees Contracts and Payment Schedules

Dues & Fees contracts are added by your greekbill representative. To view a report of who has
signed their D&F contract and when, please see the Payment Schedules and Contracts tile on the
Reporting tab. For additional information on this report, please reference the Quick Reference: Reporting mini-guide.
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Q Delta Gamma - Delta Gamma Chapter

Honor Board is responsible for holding

Honor Board 2.0 members/new members accountable to the Delta
B e P s v e Gamma Constitution and Statement of Obligation.
—— Automatic Probation Notification (APN) currently Statement of Obligation Review (SOR) currently In the event Of a member’s Vi0|ati0n’ the Honor
e available to file by VP: finance available to file by VP: finance Board (H B) may issue One Or both penalty
— notifications on greekbill:
Reporting . . I .
3 e — e APN — Automatic Probation Notification
Bankin . . .
. Sttementof Oblgaton e (S8 0l and emal by VP socel standars ¢ SOR - Statement of Obligation Review
| .
Budgeting The HB dashboard includes a snapshot of tasks

Honor Board Admin
Management Page

dentify and update the admins listed
for Honor Board

VP: SS File & Email SOR
Page

A VPSS page, file and email the SORs
that are available

APN & SOR Status Report
Compiete all of the chapter’s APNs and
SORs.

Camya Ross

APN & SOR Status Report -
View Only

Aview only report that allows you to
track the status of APNs and SORs

for both the vp: finance and vp: social standards,
including a tally of members currently eligible for
an APN and/or SOR notification.

Honor Board: APN & SOR Status Report

The APN & SOR Status Report is the primary report used by the VPF to review and file APNs and
SORs for past due members. The report will pull a list of members who did not meet their financial
obligation and generate an APN document for each, outlining their violation(s).

«Back to overview

APN & SOR Status Report @ - Delta Gamma Chapter

Click Here For Help

Show All Active APNs & SORs

VP:SS SOR Status

Name Member ID Member Status Date APN Generated Date APN Sent SOR Status Action Document Stored Notes
hA T Al e
Beckett, Amanda 902771 Member 09/12/2018 10/03/2018 Filed Completed
Bistein Sosha Tons908 wember 0371172019 [ scnon
Blondehair, Stefania 2008380 Member 08/11/2018 10/29/2018 Filed Completed
Clark, Jessica 902769 Member 12/11/2018 12/19/2018 Filed Pending action of VP:S§
G 2219368 Member 03/11/2019 @
Holland, Barb 2023557 Member 06/11/2018 10/04/2018 Eiled Pending action of VP:SS
Lannister, Cersei 2123754 Member 03/11/2019 m
Lewis, Brandy 647399 Member 03/11/2019 @
r simmons, Andrea I 654869 I Member I 01/11/2018 I 01/11/2018 I Eiled I Completed ]
Skye, lone 902772 Member 08/11/2018 11/06/2018 Filed Completed
Stark, Arya 2123753 Member 03/11/2019 @
Stratford, Kat 902770 Member 06/11/2018 10/04/2018 @
Vamsi, Krishna 2007698 Member 09/18/2018 09/20/2018 Filed Pending action of VP:SS
1-130f 13 items Moo« 1 M 50 v | items per page
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On the APN & SOR Status Report, the
VPF will first review the list of APN
records and click the Send Now button
for each eligible member. A pop-up
window will appear with a preview of the
email notification text to be delivered the
member.

Note: The member does not receive a
notification until the VPF clicks the Email
Member APN button.

i ot th carumant bl and st the SOR by e Beking the Fils $0% butten

Rt

STATEMENT OF OBLIGATION REVIEW

Email the member the APN document

Member's Email:
Document link:

@savitr.com
Sasha Bilstein

Email text/content that will be delivered.

.3

Hello Sasha Bilstein,

There has been an APN (Automatic Probation Motification) created on 03/11/2019 for you.
Sasha Bilstein

An APN was created as your balance is past due and you did not meet your financial

obligations to the chapter and Fraternity. You may click on the hyperlink in your name above
to view & download the APN document that was created.

Should you wish to appeal this automatic probation, you must submit a letter of appeal g

Email Member APN

Cancel

Similarly, the VPF may
also review the eligible
SORs and click on File
Now to complete the SOR
document to be filed for
the member.

Note: In the Additional Facts
Regarding the Allegations box,
the vp: finance should put in
the amount past due and the
due date for the payments past
due. And then she should click
the File SOR button at the top
to submit it.

ADDITIONAL FACTS REGARDING ALLEGATIONS BEING MADE

DO NOT COPY OR SEND ANYTHING BELOW THIS LINE TO THE WOMAN SUBJECT TO REVIEW

I, Lacomi Lnnerter, barehy cnefim ot | wen fled thm Stntmecect the.

masces. | bl that the

VPE Sgratare: Cersel Lannister

Dater 017209
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Honor Board: VP: SS File & Email SOR

« Back to overview

xcli’jiir-ﬂle & Email SOR Page ® - Delta Gamma Chapter

Name Member ID Member Status APN Status Date APN Gene... Date APN Sent SOR Status SOR Doc Without Signature File SOR Email Member
N Y All v
Beckett, Amanda 902771 Member Generated 09/12/2018 10/03/2018 Generated View Document Completed Email Sent -
Blondehair, Stefania 2098380 Member Generated 08/11/2018 10/29/2018 Generated View Document Completed Email Sent
Clark, Jessica 902769 Member Generated 12/11/2018 12/19/2018 Generated View Document Completed
Holland, Barb 2023557 Member Generated 06/11/2018 10/04/2018 Generated View Document Completed Send Email
Simmons, Andrea 654869 Member Generated 01/11/2018 01/11/2018 Generated View Document Completed Email Sent
Skye, lone 902772 Member Generated 08/11/2018 11/06/2018 Generated View Document Completed Email Sent
Vamsi, Krishna 2007698 Member Generated 09/18/2018 09/20/2018 Generated View Document Completed Send Email =
1-7of 7items CHEETE B} 50 | w | items perpage

Once the SOR is filed by the VPF, it is then the
responsibility of the VP: SS to prepare and email
the SOR Hearing Letter to the member. All filed Email the member the SOR document
SORs will appear on the VP: SS File & Email SOR  yembers emait: @yahoo.com
Page, and the VP: SS may click the Send Email > Jessies cark
link to generate a Hearing Letter to the member via =~ o eremeriebecnee

email. A pop-up window will appear with a preview (BT e
of the email notification text to be delivered the There has been an SOR (Statement of Obligation Review) created on 12/11/2018 for you.
mem ber_ Jessica Clark - SOR Document & Jessica Clark- Formal Hearing Letter

An SOR was created as your balance is past due and you did not meet your financial
obligations to the chapter and Fraternity. You may click on the hyperlink in your name above

Note: The member does not receive a notification until the g
VP: SS clicks the Email Member SOR button.

If you have any questions, please contact your chapter's VPF.

Email Member SOR

Cancel
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Honor Board: Admin Management

Within the HB module, there are several officers who receive or are copied on the various email
notifications generated in relation to APNs and SORs:

e APN Notification To Admins: VPF and CFA
o Alist of members who did not meet their financial obligation and have an APN
generated
e APN Notification To Members: VP: SS and HBA
o Copied on the APN email sent to members by VPF
¢ SOR Notification To Admins: VPF and CFA
o Alist of members who are eligible to have a SOR filed
e VP: SS SOR Notification: VP: SS, President and HBA
o Action request once SOR documentation is completed by VPF
¢ SOR Notification To Members: President and HBA
o Copied on SOR email sent to members by VP: SS

«Back to overview

Honor Board Admin Management ©®

dmin Tt i AdninEnai APNNolicton o AP NotfosionT> SO NatfationTo Ve sor SoR Natfcaton o
Byers, Joyce v jbyersdgdemo@gb.com v v

President Gerard, Kelsey v kgerard@greekbill com v v

Junior Member Blondehair, Stefania v steveblonde@greekbill.com

Sophomore Member Lannister, Cersel v cersa@deltagamm.org

Member-at-large Lewis, Brandy v blewis@greekbill.com

Advisory Team Chairman Heelson, Karmen v kheelson@greekbill.com
Carter, Rumi v rumicarter@greekbill.com v v

Director: Scholarship Stratford, Kat v Kstratford@gb.com

Director: House Management Jill, Kelly v kjlli@greekbill.com

Vice-President: Foundation Jinkens, Kimberly ¥ Kjinkens@greekbill.com

Vice-President: Communication Brandt, Ashley v abrandt@greekbill.com

Honor Board Advisor Skye, lone v iskye@gb.com v v v

Chapter Finance Advisor Stark, Sansa v sansa@deltagamma.org v v

Updated by Rumi Carter on 12/15/2020

The Honor Board Admin Management page allows the VPF to assign the appropriate officers to their
associated notifications. It is important that this page is updated by the VPF each time an officer
transition occurs, as the HB process is to remain confidential to only those officers specified on the
listing. Note: Only the VPF and Honor Board Adviser have access to update the admin management page.
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MAA
STEP 1: Select and submit members (vp: finance)

To adjust a member’s account, select the MAA tab from the Dashboard. Then select 1.Request MAA
from the top box

# Delta Gamma - Alpha Beta Test Chapter - University of Torrance - Test Region

Dashboard

Begin here 1o submit a member account adjustment request for any active member in your chapter

Invoice

1. Request MAA View MAA Report
Members ' S

Reporting

Tasks for RFS
Banking

1

Agreements Member account adjustment requests available to be denied or approved by RFS

Budgeting
Honor Board

MAA

To request an MAA for a member, select whichever member(s) need a MAA request submitted and click
Continue to begin. Once you begin, members are updated to locked. To unlock them, unselect them on
this page.

« Back to Adjustments Dashbosrd

Request Member Account Adjustment - Select Members
port
REQUEST MAA MAA REPOR

CumentStatus | AU v

Last Name 1 T First Name 1 T MemberiD T Current Status. T Date Last MAA Request T Last MAA Request Submitted T Current MAA Status T
Submitted

Fall Member Live Out/Winter ~

() Benjomin Char 2429189 Member Live Out/Spring Member

Live Out

Fall Member Live Out/Winter
C‘) Cody Ccallie 2429187 Member Live Dut/Spring Member

Live Out

Fall Member Live Out/Winter
[O: " Mia 2429190 Member Live Out/Spring Member

Live Out

Fall Member Live Outy/Winter
O sames sabella 2429186 Member Live Out/Spring Member

Live Out

Fall Member Live Out/Winter
O Liams. Emma 2429183 Member Live Dut/Spring Member

Live Out

Con ) R (™ connn




Enter all information into each form for all members you selected on the previous page. When you are
complete, select Review Information to review and submit your MAA requests. Selecting Remove &
Unlock will remove a member from this request session, and other users will be able to submit an MAA
for them.

Request Member Account Adjustment - Complete MAA Forms

for your from and ather users wil

Status: Fall Member Live Out/Winter Member Live Out/Spring Member Live Out 1 Members Selected

all Mornber Live Out/Winter Merner Live
genjamin cn ment Stat, . . New Statu SelectOne v

STEP 2: RFS will deny/approve submitted adjustments. (Nothing needed from vp: finance on this step)

STEP 3: Approved member account adjustments to be processed by vp: finance

Last step is to review and process the MAAs that are approved by your RFS. Charges are bound to
current and new statuses, so you can only process one group at a time.

Process Member Account Adjustment - Select Members

the MiAs ‘Charges are ied fo current and new statuses, 52 you can only Process one group t & fime. You can p v any memaer cecked.

Last Name T First Name T  Memberld T  Curent Balance T Current Status T New Balance T Requested New Status T




