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Objective: Adding Revenue Directly to an Event

Step 1: Click on the Events tab. Click on the Dropdown to find the Event.
Click on the Revenue tab. (Eig. A)
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Step 2: To add Revenue, Click on the Add New Record button. Enter the
Date. Press Enter on your keyboard. The Date is now entered in the Actual
Revenue table. The Revenue type will then be highlighted. Enter all the
information across each column for Payor, Memo, Source and Amount.

(Fig. B)

Note: Once you enter the Amount and press Enter on your keyboard, this will
be added to your Actual Revenue. If the Amount is left empty, the Record is
deleted.

Note: The Confirm # will be automatically entered at the time of
Registration.
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Step 3: When complete, click on Launch Excel to view the Actual Revenue
Spreadsheet. (Eig. C)
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Result: You now have a Spreadsheet showing the Revenue for a selected
Event. (Eig. D)
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