


 

  



 

 Greekbill Quick-Reference Guide: 

Greekbill Chapter Dashboard 

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: 
 

• 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.  
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Invoice 

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. 

 
 
 
 
 
 
 
 

 
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.   
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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.  

 

 

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.  

 

 

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.  
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After creating a charge, you can immediately 

assign that charge to your members. If you 

have multiple charges that you wish to assign, 

you may group these charges together to form 

a charge group. 

 

 

 

 

 

 

Choose the members to be assigned the 

charge.  

 

 

 

 

 

 

 

 

Review your work and click finish.  
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Members 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 
roster, updating member account statuses, 
requesting a member account adjustment and 
submitting a collection form for past due members. 
 
Please note: New members will automatically 
populate in greekbill once submitted through 
Anchorbase.  
 

         

 

  

 

 

    

Members: Member 

Summary 

The Member Summary report displays 

each chapter member’s information 

including their member number, first 

and last name, payment schedule 

option, current balance and auto pay 

setting.  

   

    

 

 

 



 

 Greekbill Quick-Reference Guide: 
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Each of the column headers are clickable to sort the report in alpha numerical order. 

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. 
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Members: Member 

Collection Form 

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.  

 

 

 

 

 

 

 

 

To create a new member collection form, click 

Create next to the member’s total balance.  
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Reporting Dashboard 
 
The Reporting dashboard houses most of your chapter’s 
reports, which are categorized as follows: 
 

 Receivables & Transfers 

 Invoice 

 Members  

 Agreements 

 Banking & Budgets 

 Accounting 
 
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. 
 
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 

dashboard; all directing back to the same form. 
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Reporting: Payments Received 

The payments received report 

lists all member payments 

received within a specified 

date range. The report 

defaults to the 1st 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 

transactions. 

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.  
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Reporting: Past Due Receivables 

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 

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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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.  
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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.  

 

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.  
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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.  

 
 
 
 
 
 
 
 

 
 
 
 

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.  
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To record a check or 
transaction, select 
the Create Check 

button on the report 
to pull up a blank 

check form.  
Tip: When recording an 

electronic payment, 
inputting ‘EFT’ in the 

Check Number field will 
indicate a purchase via 

electronic funds transfer 
(i.e. debit card or ACH 

withdrawal). 
 
 

On this form you are 
prompted to enter all 
transaction details including 
vendor, description, memo 
and check number. Once 
the check details are 
completed, click Submit to 
post the check to the report. 
If a vendor does not already 
exist in the system, you may 
add/save new vendor 
information by clicking the 
+Add Vendor link on the 
form. 

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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Banking: Financial Reports 
 
Financial reports should be submitted monthly 

to the DG Executive Offices. Before 
submitting the financial report, be sure you 

have entered all deposits and checks 
processed for the month.  

 
Note: Once you submit the financial report, you will not 

be able to enter/modify any additional deposits or 
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.  

 
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.  
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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 
 
 
 
 

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

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

 

 

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. 
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Agreements: Contracts 
 

Once an agreement has 

been uploaded, you will 

need to assign the eligible 

members to the 

agreements. From the 

Contracts report, select the 

agreement to assign and 

then click on the 

Assign/Unassign button.  

 

 

 

 

Select the members 

you wish to assign by 

clicking the plus sign 

(+) next to their name 

or assign all 

members via the Add 

All Members button 

and click Review.  

 

 

 

 

Once you have 

reviewed your 

member 

assignments at 

the bottom of 

the agreement 

terms, click 

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

member account.  

 

 
 
 
 
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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Honor Board is responsible for holding 
members/new members accountable to the Delta 
Gamma Constitution and Statement of Obligation. 
In the event of a member’s violation, the Honor 
Board (HB) may issue one or both penalty 
notifications on greekbill: 
 

 APN – Automatic Probation Notification 

 SOR – Statement of Obligation Review 
 
The HB dashboard includes a snapshot of tasks 
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).  
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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. 
 

 
 
 
 
 
 
 
 

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.  
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Honor Board: VP: SS File & Email SOR 

 
 
 

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 

SORs will appear on the VP: SS File & Email SOR 
Page, and the VP: SS may click the Send Email 

link to generate a Hearing Letter to the member via 
email.  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 

VP: SS clicks the Email Member SOR button. 
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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: 
 

 APN Notification To Admins: VPF and CFA 
o A list of members who did not meet their financial obligation and have an APN 

generated 

 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 A list of members who are eligible to have a SOR filed 

 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 

 
 

 
 
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  
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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 

 

 

 

 

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. 

 



 

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. 

 

 

 

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. 

 


